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PREFACE. 



rriHE forms presented in this book are taken from the methods of the best accountants, and are 
-^ believed to be the best yet devised for their purpose. The manner in which they are presented 
is the result of considerable experience in teaching the subject, and has been proved to be practical 
and satisfactory. 

The transactions are taken from the records of actual business, and are complete and representa^ 
tive within their limits. They are also numerous enough to afford considerable practice in business 
computations and records. 

While the author has had in mind the special needs of public schools, he has tried to make his 
book so simple and complete that it will prove a satisfactory guide to those who wish to obtain by 
private study a knowledge of the principles and the practice of Book-keeping. 

It is often asserted that pupils who pursue the study of Book-keeping in the schools do not 
secure any adequate knowledge of the subject. If the assertion is true, it implies that there is some 
fault in the text-book, or in the teachers, for there is no necessary difference between the instruc- 
tion of the coimting-room and the instruction of the school-room. Given the same principles, the 
same forms, the same transactions, the same intelligent direction, and the same persistent effort, what 
else is required to fulfill all the conditions of actual business ? This text-book presents the principles 
of the science, the forms in general use, and the transactions of various kinds of business. It is 
hoped that it will encourage intelligent direction and persistent effort, and, as far as possible, unite 
the advantages of the counting-room and the school-room. 

The book is designed to furnish instruction and practice for a course of one year. The exercises 
given in the book can be written in much less time ; but it is believed that the writing of every form 
should be followed by actual transactions, conducted by the pupil and carefxilly written up, till the 
form is mastered. A few forms well mastered will prove more valuable than the entire book hastily 
or blindly written up. A course of five months might well include chapters I., II., III., IV., VI., 
VII., VIII., IX., XII., XIV. A course of three months might well include chapters I., II., III., IV., 
v., VI., VII. ; or, if a little double-entry is required, chapters I., II., III., VIII., IX., XII. A course 
of two months might include chapters I., II., III., and either IV. or VI. 

The questions inserted at the close of every chapter are designed to be of service to the pupil in 
preparing his lessons, and to the teacher in conducting his class exercises. They often include ques- 
tions not answered in the text, which should inspire the pupil to independent thought and the 
teacher to independent teaching. The Key, which will be sold only to those known to be teaching 
from this book, furnishes further suggestions to teachers concerning the best methods of teaching the 
subject. 

The teacher of Book-keeping sometimes finds difficulty in deciding upon the terminology which 
be shall employ. Shall he say Bills Receivable or Notes Receivable, Purchase Book or Invoice 
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Book, Day Book or Journal, debtor to or debtor for ? These are a few of the questions which he 
must answer. He may say, I will use the terms usually employed ; or, he may say, I will use the 
most appropriate terms. Either method may prove unsatisfactory. He must teach the language of 
the counting-room, or his pupils will speak an unknown tongue ; he must teach the best, or he will 
fall below his own ideal. This book does not completely solve the problem, but it recognizes it. 
With important exceptions the older and commoner terminology will be found in its earlier chapters, 
and the later and better terminology in subsequent chapters. 

The teacher of this book, or of any other book on the subject of Book-keeping, must distinguish 
carefully between its theoretical portions and its practical portions. The principles must be firmly 
grasped, and, to secure this result, exercises wholly cumbersome and antiquated may be employed. 
Tor example, to secure a clear notion of debit and credit, a pupil may be required to journalize a 
series of transactions, — as one might practice exercises in music to secure proficiency in certain nec- 
essary movements. But he would be a very careless or unfaithful teacher who allowed his pupils to 
think that such operations were wise or common in business. If theory and practice are to be com- 
pared, doubtless theory is the more important. But correct theories, when learned, may be applied 
as easily to modern and expeditious forms as to obsolete and cumbersome ones. 

Book-keeping, carefully and practically taught, is a delightful subject ; no branch of knowledge 
pursued in our schools excites greater interest in pupils. It is well adapted to mental training. Its 
principles are few, but they have an infinite variety of applications. To trace the principle which 
underlies a form, and to devise a form which shall lighten labor and embody a principle, are mental 
operations of high value. If the teacher who uses this book insists on a thorough mastery of every 
principle as it is introduced, and facility in the use of every fundamental form ; if he secures accu- 
racy, care, and diligence ; and if he gives a reasonable amount of time to the subject, he will be 
wholly satisfied with both the practical and the disciplinary benefits which his pupils receive. 

The author gladly avails himself of this opportunity to express his obligations to his friends, 
Mr. John 0. Norris, Head Master of the Charlestown High School, and Mr. Charles W. Parmenter, 
Master in the Cambridge Latin School, who have kindly read the proofs of the book, and whose sug- 
gestions and criticisms have been of great value. 

He is also indebted for many favors to Mr. George W. Hopping of New York, to Mr. Edward 
A. Drew of Minneapolis, to Miss Charlotte F. Hill, Mr. Albert W. Mann, Mr. George F. Gay, and 
Mr. William H. Hobbs of Boston, to Mr. D. Demarest of Lynn, and to many other experienced 
accountants, who have assisted him with valuable advice and materials. 

He also gladly acknowledges the kindness and liberality of his publishers, who have spared 
neither labor nor expense in putting his work into attractive form. 

GEORGE E. GAY. 
High School, Maldbn, Mass., March 1, 1892. 



TO THE TEACHER. 



A METHOD OF TEACHING BOOK-KEEPING. 

Every good teacher has with his other qualifications a good method of teaching, and I have no 
wish to prescribe to those teachers who may use this text-book the particular way in which they shall 
teach the science and art of Book-keeping. 

At the request of many teachers, however, I give a description of my own method, in the h6pe 
that it may be helpful, by way of suggestion, to some of my co-workers in the educational field. 

MATERIALS. 

The pupil should be furnished with the following materials : — 

1. A supply of blanks. 

2. Bill paper ruled like the blanks. This is not essential, but it may sometimes be used with 
better economy than the blanks. 

3. Two good penholders. These should be plain, straight cylinders. One should always be used 
with the pen for black ink, and the other with the pen for red ink. 

, 4. Good pens. These should be supplied liberally, and the pupil never should be allowed to 
write with a poor pen. 

5. A good ruler. This should be at least a foot long and a quarter of an inch in thickness, with 
a bevelled edge. It is well to have it longer and thicker than this if convenient. The bevelled edge 
should be very smooth. 

6. Good black ink. This should flow readily, be black when first used, and be easily removed 
from varnished surfaces with a damp sponge. The inkwells should be filled at first with ink that has 
not been diluted, but all subsequent filling should be made from ink that has been diluted with an 
equal quantity of water. Great care should be taken to keep the wells free from dust. They need to 
be cleansed at least once a year. 

7. Good red ink. This should be kept in a separate well, or in a bottle that will not break when 
dropped on the floor, or spill the ink when overturned. 

8. Blotting-paper. 

9. A good pen-wiper. 

Dividers, ruling-pen, and parallel ruler may be added, but are not essential. 

DIRECTIONS. 

The following cautions and directions need to be given to the pupil, — some at the beginning of 
his work, others as they are needed : — 

1. Never scribble or write hurriedly. Make every letter and every flgure as well as possible. 

2. Figures are of the greatest importance. They should be made in a uniform manner, and always 
arranged with " units under units, and tens under tens," when put in columns. 

3. Ruling should be done with the bevelled edge of the ruler, scarfed side down. In drawing 
double lines, the ruler should not be moved after drawing the first till the second has been drawn. 

4. Ledger accounts should be indexed before they are opened. 

5. All figures which may possibly be wrong should be made first with a pencil. This applies to 
footings, balances, etc. 
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6. Great care should be taken not to dip the black ink pen in the red ink, and viot verscu One 
or two mistakes of this sort will spoil both the black and the red ink. 

7. Erasures should rarely be made. Errors should be neutralized by corrective entries on the 
other side of the account. When an erasure must be made, it should be done as follows : The ink 
should be removed with a sharp knife-blade or steel eraser ; the place should then be rubbed with a 
rubber ink-eraser, and a clean piece of ivory or steel. This gives a surface which can be written upon 
readily. 

8. Absolute accuracy having been attained, speed will come of itself through practice. 

9. In a Ledger account, entries should cease, and a new account should be opened when the third 
line from the last has been reached. The remaining space is needed for closing entries. 

10. When it is necessary to place several accounts on one page of the Ledger, the double red line 
which begins each account should be drawn midway between two of the blue lines. This gives to each 
account the same appearance as the first. 

11. All ruled lines, except those under Ledger titles, are drawn on the blue lines. 

12. Glean hands are essential to good work. 

13. If ink is dropped on the desk, it should be removed with a sponge at once. For this purpose 
a damp sponge should always be kept in a saucer near the teacher's desk. 

14. When a pen is laid down for a minute, it should be placed on a bit of blotting-paper which 
has been rolled into a semi-cylindrical form. When it is to be laid aside, it should be carefully wiped. 

FIRST LESSONS. 

When pupils copy the first records of the text-book into the proper blank, there is danger of 
many errors, and the first writing may be done on loose paper. Great care should be taken with this 
work. See that correct habits are formed. Accept no slovenly work. Let the page present as neat 
and attractive an appearance as possible. See that rulings are light, clear, and in the proper place. 
See that every principle is understood. Let the pupil tell why he has made every entry as he has. 

When the pupil has copied the record of one series of transactions, he is given a statement of 
another series of transactions, and required to record them in the proper form in his blank. If he has 
the principles well in mind, he will make few errors. Other memoranda are now given him, which he 
writes up in the same way. This is continued until he can make his record in the prescribed form 
without errors. 

THE SECOND STEP. 

When the pupil has a correct theoretical knowledge of a simple method of recording common busi- 
ness transactions, see that he can put his theories into practice. His first attempts will be very awk- 
ward. There seems to be no way to make business transactions real to the pupil, except to set him 
up in business and let him make the transactions which he is to record. 

NE'W MATERIALS. 

To do this there is need of other material, as follows : — 

1. Money. The publishers of this book furnish the best that is made. 

2. Merchandise. Cards, with the names of commodities written or printed upon them, are the 
most convenient articles for this purpose, though small packages properly labelled may be used. 

Suitable cards, properly filled out, may be obtained of Ginn & Co. 

Ten or twelve of these cards, all different, should be given to each pupiL He will then be ready 
to begin business. 
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HOW TO TRADE. 



Arrange the pupils in one or more pairs of rows, as in the following plan : — 
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The rectangles represent desks, while the letters underneath represent the names of the pupils 
who sit at the desks. Each pupil has before him his book of original entry, his money, and his stock 
in ti*ade. He has already taken an account of stock, and knows his net worth. 

At the proi)er word of command, the divisions face each other ; pupil A faces pupil G, pupil B 
faces pupil H, etc. 

" Division 1 will sell to division 2 one article on account." A, B, C, etc., hold out their cards 
with the back up, to their opposites, G, H, I, etc., who each draw a card and lay it with the face up 
on their own desks, and in plain sight of the persons from whom they have bought. Every one then 
makes the entry necessary for recording the transaction in which he has taken part. As all the 
entries differ from one another, it is necessary for every one to do his own thinking. 

The transaction having been made and recorded, it is necessary to bring the pupils into a new 
arrangement, in order that it may be easy for each to trade with another individuaL This is accom- 
plished in the following manner : — 

" Change desks I " 

All the pupils rise and take new positions, as follows : Those in division 1 each move forward 
one desk ; those in division 2 each move back one desk. The front pupil in division 1 and the rear 
pupil in division 2 each change to the other division, G having the desk which A has had, while F 
passes across the aisle to the desk which L has had. A new order is given, and the work goes on as 
before. The various orders may be — 
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" Division 1 to division 2, one article for cash." 

" Division 1 to division 2, two articles for cash." 

" Division 2 to division 1, one article on account." • 

" Division 2 to division 1, one article on note at thirty days." 

" Both ways, two articles on account," etc. 

ADDITIONAL DIRECTIONS. 

The following cautions and additional directions should be carefully studied : — 

1. Every day is counted as a month, and all transactions are recorded as occurring on the first 
day of the month. 

2. Ko account is taken of days when no transactions are made. For example, if transactions are 
made on the 1st, 3d, and 9th days of December, 1890, they may be recorded as having been made on 
Jan. 1, Feb. 1, and March 1 of any year. 

3. The price at which goods are sold should be changed frequently. The most convenient way 
to accomplish this is to draw lots for a percentage of discount at the beginning of each exercise. If 
the percentage range from one to ten, it will give a sufficient " margin " for gains and losses. 

4. It follows that a card is rarely sold at its marked price. 

5. Notes due on the fourth of a month are collected on the first. 

6. Cash should be counted and proved or balanced every day. 

7. The teacher needs for his own use a supply of money about equal to the amount given to the 
class. He may act as a bank,* receive money on deposit, cash checks, collect notes, etc. ; but few 
teachers find time for this. He should be always ready to assist in making change and to lend money. 

8. Every pupil should pay rent to the teacher in cash. 

9. If preferred, the pupil may make his original record in a memorandum book and write it up 
when he has returned to his desk at the close of the exercise. The author requires this of his pupils. 

10. Pupils should make a statement of assets and liabilities and compute losses and gains fre- 
quently. 

11. No pupil should be allowed to trade until he has completed the record of his last transactions. 

12. Transactions should be confined to the class exercise. 

13. Ten or twelve transactions are sufficient for an exercise. 

14. Pupils should compare accounts or balances, and see that they agree, before trading. 

15. Settlements should be made about once a year, or twelve business days. 

16. If a pupil leaves school suddenly, the teacher settles his accounts for him. 

17. There is little or no need of communication during the trading. 

When one form has been thus studied and practised till it is perfectly familiar, another is studied 
and practised in the same way, and so on till all the forms described in the text-book have been 
mastered. 



LEDGER INDEX. 



SINGLE ENTRY ACCOUNTS. 



PAGE 

Allen, Henry 33 

Ames, George H. . . 33 

Alexander, Henry 82 

B. 

Barley Field 13 

Butler, William 33 

Bennett, Charles C 34 

Bicknell, Cobb & Co 79 

C. 

Cash 7, 8, 11 

Corn Field, No. 1 12 

Corn Field, No. 2 13 

Carter, Frank H 34 

Clark, A. B 56 

Cochrane, D 56 

Cogswell, WiUiam H 32 

Coleman, Mead & Co 56 

Chase, John C 80 

Corning, Nathaniel 80 

Currier, Nicholas L 32 

D. 

Dickey, Samuel M. . 34 

DevoU, E. E 54 

Drown, J. A 80 

Day, L. W 81 

Dunn, W. H 81 

P. 

Famsworth, Henry 7 

Fletcher, Martin 81 

G. 

Goodwin, Charles 2 

Goodman, James 2 

Grant, John 2 

Goss, James 13 

H. 

Henderson, Paul 5 

Hall & Whitney 11 

Hayes & Hill 33 

Hall & Hubbard 79 

J. 

James, John 5 

Jones, Cartwright & Co 79 



PAGB 

Jones & Hadley 14 

Jackson, Mandell & Daniell 55 

K 

Landon, F. 54 

Leavitt, F. M 57, 60 

Lyman, Henry 78 

M. 

Miles, S. A 55 

Merriam, L. W 57,60 

Merrill & Merrill 32 

Murdock, D. A 80 

N. 

Norman, Cliarles 6 

O. 

Oat Field 14 

P. 

Pratt Brothers 12 

Potato Field 12 

Pry, Paul 14 

Pratt, Paul C 78 

R. 

Robinson, Henry 2 

Rice, Richardson & Co 34 

Russell, J. H 55 

Rogers, William P 82 

8. 

Strout, Charles 13 

Shepard, Norwell & Co . 57 

Sawyer, Chas. J 78 

Stevens & Bates 79 

Solomon, R. C 79 

Smith, G. W 80 

Sylvester, Charles 81 

Tower, S. C 81 

W. 

Walker, Stetson, Sawyer Co 54 

White, Moses 80 

Wilson, James ' 82 

Wilder, Peter G 82 



LEDGER INDEX. 



DOUBLE ENTRY ACCOUNTS. 



Accounts Receivable 



PAOB 

128 



Balance 107, 111,127 

Ball, Heni7 P 101, 106 

Bennett, Joseph T 197 

Bills Payable 100, 106, 148 

Bills Receivable 101, 106 

Bragg, James 116 

Brown, James 100, 105 



C. 

Cash 100, 105, 116, 147, 177 

Consignments 177 

D. 
Discount 147, 196, 197 



E. 

Endicott, H. B. & Co 195 

Expense 101, 106, 128, 146, 196, 197 



Factory 197 



Hamilton, Martin & Co 105 

Halifax, John 147 

Hall, H. C 148 

Harden & Harden 1 17 

Haw ley, Mrs. Ho|^ C 148 

Homans, Paul C 195 

I. 

Ives, H. A 147 



J. PAGE 

Jones, Chas. A 107 

Jones, Edward C 197 



Loss and Gain 



106, 129, 177, 197 



Machinei*y *. . 197 

Merchandise . 100. 105, 116. 128, 146, 177, 196, 197 

N. 

Newhall, James C 100, 106 

Noble, P 148 

Notes Payable 196, 197 

Notes Receivable 196. 197 



Osgood, Brailey & Co 148 



Percival & Smith 147 

Porter & Fall 128 

Porter, P. C 148 

Pratt, H. C 146 

Purchase Ledger 196, 197 



Reed & Morgan 100, 106 

Riding, Wni. H. & Co 195 

Ripley, P. C 146 

8. 

Sales Ledger 177. 196, 107 

Shipment to W. McDonald 177 

Smith, H. K. & Co 195 

Stock 116 

T. 

Towns, Quincy A 195 



CONTENTS. 



PASS 

Introduction 1 

Chapter 1 5 

Accoants 5 

Debit tfnd Credit 6 

What an Account Shows 6 

' Closing an Account 7 

Chapter II. Form 1 9 

Exercise 1. Memoranda 9 

Exercise 1. Ledger 11 

Exercise 2. Memoranda 15 

Exercise 3. Memoranda 16 

Exercise 4. Memoranda 16 

Balances, Exercises 2, 3, 4 16 

Chapter III. Form II 19 

Directions 20 

Exercise 5. Memoranda 20 

Exercise 5. Day Book (first form) ... 22 

Exercise 5. Cash Book (first form) ... 28 

Exercise 5. Ledger 32 

Remarks on Form II 35 

Exercise 5. Day Book (second form) . . 36 

Exercise 5. Cash Book (second form) . . 38 

Exercise 6. Memoranda 40 

Exercise 6. Balances 41 

Exercise 7. Memoranda 42 

Exercise 7. Balances 43 

Chapter IV. Form III 45 

Special Forms for Every Business .... 45 

Invoices 45 

Cash Book 45 

Sales Book (A) 46 

Sales Book (B) 46 

Check Book 46 

Ledger 46 

Exercise 8. Memoranda 47 

Exercise 8. Sales Book 50 

Exercise 8. Cash Book 52 

Exercise 8. Invoice Register 52 

Exercise 8. ledger 54 

Check Book 58 

Invoices 59 

Abbreviated Ledger 60 

Chapter V. Partnership 61 



PAOB 

Chapter VI. Form IV 65 

Order Books 65 

Exercise 9. Memoranda 66 

Exercise 9. Order Books 72 

Exercise 9. Cash Book 76 

Exercise 9. Stock Ledger 78 

Exercise 9. Credit Ledger 79 

Exercise 9. Debit Ledger ....... 80 

Exercise 9. Balances Jan. 4, 1890 .... 83 

Exercise 9. Balances Jan. 11, 1890 ... 84 

Bills 85 

Chapter VII. Business Paper 86 

Checks 86 

Notes 87 

Drafts 89 

Chapter VIII. Principles 91 

Exercise 10. Day Book 96 

Exercise 10. Journal 98 

Exercise 10. Ledger (open) 100 

Exercise 10. Trial Balance 101 

Exercise 10. Ledger (closed) . . . . . 105 

Exercise 11. Memoranda 107 

Exercise 12. Memoranda 107 

Exercise 13. Memoranda 108* 

Exercise 14. Journal Day Book .... 109 

Exercise 15. Memoranda Ill 

Exercise 16. Memoranda Ill 

Exercise 17. Memoranda Ill 

Chapter IX. Dry Goods Business 113 

Exercise 18. Memoranda 113 

Exercise 18. Journal 116 

Exercise 18. Sales Book 117 

Exercise 18. Cash Book 118 

Exei'cise 18. Invoice Register 118 

Chapter X. Grocery Business 122 

Exercise 19. Memoranda 12-J 

Exercise 19. Order Book 125 

Exercise 19. Cash Book 120 

Exercise 19. Invoice Register 126 

Exercise 19. Ledger 128 

Chaptek XI. Special Column Journal ... 130 

Exercise 20. Memoranda l^^O 

Exercise 20. Journal 131 

xi 



Xll 



CONTENTS. 



PAGB 

CifAPTER XII. Furniture Business 133 

Exercise 21. Memoranda 137 

Exercise 21. Order Book 141 

Exercise 21. Receiving Book 141 

Exercise 21. Journal 142 

Exercise 21. Cash Book 142 

Exercise 21. Sales Book 144 

Exercise 21. Invoice Book 145 

Exercise 21. Ledger 146 

Exercise 21. Stock Book 149 

Exercise 21. Bill Book 150 

Exercise 21. Tell Tale 152 

Chapter XIII. Fish Business 150 

Exercise 22. Memoranda 159 

Exercise 22. Invoice Book 163 

Exercise 22. Cash Book 164 

Exercise 22. Balance Sheet 165 

Chapter XIV. Commission Business . . . . 170 

Exercise 23. Memoranda 172 

Exercise 23. Account Sales 174 

Exercise 23. Consignment Book .... 175 

Exercise 23. Ledger 177 



PAOB 

Chapter XIV. — Continued. 

Exercise 23. Sales Book 178 

Exercise 23. Collection Register .... 178 

Exercise 23. Cash Buok 180 

Chapter XV. Manufacturing 184 

Exercise 24. Memoranda 187 

Exercise 24. Purchase Book 191 

Exercise 24. Journal 192 

Exercise 24. Cash Book 192 

Exercise 24. Sales Book 194 

Exercise 24. Purchase ledger 195 

Exercise 24. Sales Ledger 195 

Exercise 24. General Ledger 196 

Exercise 24. Self-Balancing Ledger . . . 197 

Chapter XVI. Actual Business 199 

The Great Equations 199 

Principal Books 199 

Auxiliary Books 200 

Various Forms 202 

Collections 220 

Letter to Young Book-keeper 221 

Appendix .... 22j 



BUSIJSTESS BOOK-KEEPIISra 



>5«?oo- 



INTRODUCTION. 

DEFINITIONS AND ILLUSTRATIONS. 

Business men conduct their transactions in three ways. Commodities are sold, and services 
are rendered (1) for immediate payment in cash, (2) for immediate payment by note, and (3) for 
subsequent payment in cash, note, or some other commodity or service. Transactions of the last 
sort are said to be on acoonnt. 

Cash includes money in specie and bank notes. Most book-keepers also record checks and bank 
drafts as cash. 

A note is a written promise to pay at some specified future time a definite sum of money. 

An invoice, or bill of goods, is an itemized statement of articles sold, with the date of sale and 
the price. 

Assets is the word used in book-keeping to indicate the entire property belonging to a business. 
Sometimes the word resonrces is used to denote the same thing. 

Liabilities are debts, and include all which the business owes, both on account and on notes. 

Net capital is the amount by which the assets exceed the liabilities. 

Net insolvency is the amount by which the liabilities exceed the assets. 

Book-keeping is the art of recording business transactions. 

Its methods vary with the nature of the business and the tastes of the one who makes the records. 

There are two general methods of book-keeping, known as single entry and double entry. 

Single entry book-keeping exhibits assets and liabilities in part only. 

Double entry book-keeping exhibits assets and liabilities in full, together with gains and losses, 
and the sources from which gains and losses have come. 

The simplest possible form of book-keeping is that of memoranda. 

For example, Mr. Henry Brown is a carpenter, and makes the following record of his transactions : — 




This method of book-keeping, however, is not adapted to any extensive business, and business 
men use other forms that have been found more convenient and satisfactory. 
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Here is another form in which the same transactions might be recorded. This form is generally 
used in a book called the Day Book. 
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In another form, employed in a book called a Ledger, the same transactions may appear in the 
following manner : — 
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DEFINITIONS AND ILLUSTRATIONS. 3 

Frequently the same transaction is recorded in more than one book. For instance, a person may 
enter all his transactions in a Day Book in the order in which they occur, and afterwards record them 
in a Ledger under various titles. 

The particular form that one chooses for recording his business transactions is a matter of much 
importance. The record should be full, yet brief as possible ; every transaction should be so recorded 
that its essential facts can be found easily ; the form should be adapted to the business. The form 
that would be well adapted to a small business would be almost useless for a large business, — a 
method suitable for a lawyer or a doctor would not be adapted to a retail store or a manufacturing 
establishment. 

In the following pages we shall exhibit forms adapted to a great variety of business transactions, 
and the student in putting his knowledge into practice should choose those forms which he finds best 
adapted to the business in which he engages. 

QUESTIONS. 

What are the three methods of making transactions? What is cash? What is a note? What is an invoice? 
By what other name are invoices known ? Define assets, resources, liabilities, net capital, net insolvency, book- 
keeping. What is said of the forms of book-keeping ? What two general methods of book-keeping ? What is the 
distinction between them ? Which is the more complete ? What is the simplest form of book-keeping ? What is 
the objection to its use ? Describe the general appearance of the Day Book. How is it ruled ? What is written 
on the first line? in the first column? second? third? fourth? fifth? sixth? seventh? Describe the general 
appearance of the Ledger. Show how the various transactions recorded in the memoranda appear in the Ledger. 
Is the same transaction ever recorded more than once ? Give an example. What is said of the form in which one 
keeps the record of his business transactions ? What three qualities should a good record possess ? What form 
should the pupil use when he leaves school and engages in business ? 



CHAPTER I. 



1. FORMS OF ACCOUNTS. 



An acoonnt is a systematic record of business transactions, arranged under an appropriate title in 
such a manner as to show clearly the financial relation of the proprietor to some other person, or to 
some department of his business. 

The ledger is a book of accounts, and exhibits results. It is the most important book which is 
used in records of business transactions. Its forms and elements, therefore, should be studied very 
carefully. 
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The name at the top is called the title. The left side of the account is called the debit side, the 
right side is called the credit side. The first horizontal line is called the title line. The first two 
columns are called the date colanms. The next is called the item column. The columns in which 
dollars and cents are written are called money columns. These are the essential parts of an account, 
and this is the usual arrangement. 

Sometimes the following form is used : — 
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You will notice that in this form there is but one item column, while the debit money column 
and the credit money column stand side by side. This form of account is one which is well adapted 
to the use of farmers, mechanics, and professional men that have few business transactions, and wish 
to record them in the simplest manner possible. 

2. DEBIT AND CREDIT. 

In every business transaction there is a debtor and there is a creditor. The pupil should learn 
to distinguish between them instantly. The debtor is the receiver, the creditor is the person or thing 
from which something is received. For example, if I pay you money, you are the debtor and I am 
the creditor. If I labor for you, you are the debtor because you have received, and I am the creditor 
because I have given. 

This distinction of debtor and creditor is carried to property of various kinds, and is used even 
in accounts which do not represent property, but losses and gains connected with the business. For 
example, every business man keeps an account with cash. When cash receives an addition, it is 
debtor ; when it gives out a part of itself, it is creditor. 

Business men generally keep an account with their merchandise. The same principles hold true 
here. Merchandise is debtor for what it receives, and is creditor for all that is taken from it and sold 
or otherwise disposed of. 

A person may keep an account with one part of his merchandise. For instance, if a man is a 
dealer in grain, he may keep separate accounts with wheat, oats, and barley, and thus ascertain tlu* 
relation which each one of these articles of trade bears to his business. 

Applying here the general principle of debtor and creditor, wheat, oats, and barley will be debtor 
for all additions, and creditor for all that is taken from them. In other words, merchandise is 
debtor when any merchandise is bought, and creditor when any merchandise is sold. 

One may keep an account with a field, a mine, a manufactory, or any other source of income, 
debiting it with all it costs him. and crediting it with what he receives from it. 



3. WHAT AN ACCOUNT SHOWS. 



In the following account which Henry Farnsworth, a blacksmith, has with Charles Norman, a 
carpenter, let us see what is shown concerning the financial relation of the proprietor, Mr. Farnsworth, 
to his neighbor, Mr. Norman : — 
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What Mr. Norman has received is on the debit side of the account bearing his name. What he 
has paid out is on the credit side of the account. In other words, Norman owes Farnsworth what is 
told in the debit side of the account, and what Farnsworth owes Norman is shown in the credit side 
of the account. The difference between the two sides shows the financial relation of the two men. 
If Norman's debit is larger than his credit, Norman owes Farnsworth the difference between the two 
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sides. If Norman's credit is larger than his debit, Farnsworth owes him the difference between the 
two sides. 

In Norman's book the same transactions are shown in an account whose title is Henry Farns- 
worth, as follows : — 
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The pupil will notice that everything is reversed ; that what was debit in Farnsworth's book is 
credit in Norman's book, and what was debit in Norman's book is credit in Farnsworth's book. Yet 
the same result is exhibited by both accounts ; namely, that Farnsworth owes Norman five cents. 

A similar investigation with regard to a cash account will be useful : — 
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All cash that has been received by the proprietor, including the amount on hand at the beginning 
of business, is entered on the debit side. All cash that has been paid out is entered on the credit side. 
The difference between the sums of the tico sides shows the amount on hand. 



4. CLOSING AN ACCOUNT. 

To ascertain the exact financial relation of the proprietor to a person or thing named in the 
title of the account, the book-keeper should '^ close the account." By closing an account is meant the 
j)roce8S of making it show at" a glance the relation between the proprietor and the person or thing 
named in the account. 

The method of closing an account is as follows : The debit money columns and the credit money 
columns are added separately, and the difference is found between the sums. This difference is then 
written in the money columns of ^the. smaller side of the account in red ink, and the word "Balance " 
is written in red in the item column. When this has been done, both columns are added, and their 
amounts placed beneath them. The footings should be alike, and should always be placed on the 
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same horizontal line. A single red line is then drawn above the footings, and a double red line is 
drawn below the footings and across the date columns. All ruling is done with red ink. Double red 
lines indicate that everything above them is balanced. 

The difference between the two sides is then placed below the double red lines in the money 
columns of the larger side in black ink, while this word " Balance " is written in the item column. 

It will be noticed that the balance brought down in black ink is always the same as that written 
above the double red lines in red ink, and is always carried to the opposite side of the account. 

The balance brought down shoivs the financial relation between the person or thing named in the title 
of the account and the proprietor. 

When the cash account on page 7 has been closed, it will present the following appearance : — 
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QUESTIONS. 

What is an account? What is a Ledger, and what is said of its importance? What is meant by the title 
of an account? What is the left side called? What is the right side called? What is the first horizontal line 
called? AVhat are the first two columns on each side called? What is the third column called? What are the 
last two columns called? What three principal points of difference are there between the first form of accounts 
and the second form? To whose business is the second form of accounts adapted? What two parties to every 
business transaction? AVlio is the debtor? Who is the creditor? To what else beside persons are the terms 
"debtor " and "creditor" applied? When is cash debtor? when creditor? When is merchandise debtor? when 
creditor? What is true when one keeps an account with one branch of his business? What is the account entitled 
Charles Norman designed to show? How does it show ^Ir. Norman's financial relation to Mr. Farnsworth? 
Where will Norman's receipts appear? What will appear in the credit side of the account bearing his name? If 
^Ir. Norman owes Mr. Farnsworth, which side of the account bearing Norman's name must be the larger? What 
do you understand by the expression " financial relation "? What contrast do you see between the record in Mr. 
Farnsworth's Ledger and that in Mr. Norman's Ledger? Do the two accounts show the same or different results? 
What is the financial relation between the two men as shown by these accounts ? Wliat is the rule for writing 
cash entries ? How do you find from the account the amount of cash which should be on hand ? If this amount 
differs from the amount of money actually on hand, what does it show? "What is the purpose of closing an 
account? Give in full the method of closing an account. What entry shows the financial relation to the pro- 
prietor of the person or thing named in the account ? 



CHAPTER II. 
Form I. 

EXERCISE 1. 

# 

Mr. Henry Johnson is a farmer, and the following are his business transactions for the month 
of May, 1889 : — 

May 1. Cash on hand, $ 39.40. Bought of Hall & Whitney on account, one plough, $ 13 ; one 
patent harrow, $17. Sold Pratt Bros, on account, two barrels russet apples at $3.75, four bushels 
potatoes at 75ff. Bought of Pratt Bros, on account, two bags meal at 95^. Ploughed and planted 
potato field ; labor, $ 7.50 ; three bushels potatoes, $ 2.50. 

May 2. Finished ploughing com field No. 1 ; labor, $ 7.50. Sold Charles Strout on account, 
three lambs at $ 3.25. 

May 3. Paul Pry paid his note with interest, $ 142.26. Bought of Jones & Hadley for cash 
five yards sheeting at 18^, three pairs overalls at 50^. 

May 4. Ploughed barley field ; labor, $ 2.50. Bought of Pratt Bros, on account, one gallon 
molasses, 42^ ; ten pounds sugar, 95^ ; six pounds codfish at 7^. 

May 6. Harrowed corn field No. 1 ; labor, $ 1. Finished ploughing corn field No. 2 ; labor, $ 5. 
Sold Charles Strout on account two veal calves at $ 6. Lent James Goss fifteen dollars. 

May 7. Harrowed and sowed barley field ; two bushels barley at 90^ ; labor, $ 3.50. Sold Paul 
Pry on account a roan colt, $ 85. 

May 8. Sold Pratt Bros, on account, five dozen eggs at 16^, twenty pounds butter at 22^, forty 
pounds cheese at 10^. 

May 9. Finished planting corn field No. 1 ; one-half bushel corn, 60^ ; labor, $4. 

May 10. Sold Charles Strout on account, 53 lbs. poultry at 18^. Bought of James Goss one 
pair steers on account, $ 60. 

May 11. Bought of Jones & Hadley on account, three quilts at $1.75; one dozen handker- 
chiefs, $ 2. Paid Henry Ham for two weeks' labor, $ 12. 

May 13. Harrowed com field No. 2 ; labor, $ L 

May 14. Planted corn field No. 2 ; com, 60^ ; labor, $ 3. Bought of Pratt Bros, on account, one 
barrel flour, $ 7.50. 

May 15. Charles Strout paid $ 10 on account. Ploughed field for Paul Pry on account, $ 3.50. 

May 10. Bought of Hall & Whitney on account, three hoes at 60^ ; one spade, 75^ ; one garden 
rake, 50^. 

May 17. Finished ploughing oat field ; labor, $ 5. Sold James Goss on account, one Jersey cow. 

May 18. Bought of Jones & Hadley on account, five yards dress goods at $ 1.25 ; dress trim- 
mings, $ 3.50. Paid them cash in full of account. 

May 20. Harrowed and sowed oat field; oats, 80^; labor, $4.50. 

May 21. Sold Pratt Bros, on account, one tub butter, 31 lbs., at 21^; three doz. eggs at 19^. 
Bought of them, one-half bushel salt, 20^ ; ten lbs. table salt, 15^. 

May 22. Sold Charles Strout on account, one cow, $37; three lambs at $3.25. 

May 23. Bought two cows of Paul Pry on account, at $ 35. Sold him on account, one pair oxen, 
$181. 



10 BUSINESS BOOK-KEEPING. 

May 24. Paid Hall & Whitney $ 20 on account. Bought of them on account, three scythes at 
$ 1 ; three rakes at 40^ ; three lbs. nails at 6^ ; one hammer, 75^. 

May 25. Paid Henry Ham for labor cash, $ 12. 

May 27. Sold Pratt Bros, on account, three barrels apples at $3.50, three bushels potatoes at 
70^. Bought of them one pound saleratus, 8^ ; ten pounds graham meal at 5^. 

May 28. Bought of Charles Strout on account, three pounds rump steak at 21^. Sold him on 
account, twenty-five pounds poultry at 16^. Bought of Jones & Hadley on account, 6 dozen napkins 
at $ 2.50 per dozen. Paid them $ 5 on account. 

May 31. Paid subscription to the Agriculturist, $ 2.60. 

These transactions, when written out, appear as in the following pages: The pupil should care- 
fully study the forms and see why every record is made as it is. He may then proceed to copy the 
record upon blank paper till he can do so with accuracy and neatness. He should also practice ruling 
both single and double lines. Finally, with the memoranda before him, using the copies as a guide 
only when he is in doubt as to the correct form, he will transcribe the record to his blank named 
Ledger A. 

One of the most important parts of the Ledger is its index. Book-keepers generally keep a 
special book for this purpose. The title of every account should be vrritten in its appropriate place in 
the index, with the number of the page of the Ledger on which it is to appear, before the title is 
written in the Ledger, This is a rule of great importance, and the pupil never should allow himself 
to break it. Writing the title of an account is called opening the account. Sometimes several 
accounts are opened on the same page. When this is done, every account should be made to look 
like the one at the top of the page. This may be done by drawing a double red line midway between 
two blue lines, and writing the title of the additional account on the first blue line above the double 
red. The "Dr." and "Cr.'^ at the head of these and all other accounts may be omitted. 

The record should follow the order of the memoranda, 

QUESTIONS. 

Why should the pupil copy the printed forms? Why should he practise ruling on loose paper? What use 
should be made of the forms while the pupU is writing his Ledger ? What is said of the index ? When should 
an accoimtbe indexed? "When several accounts are to be put on the same page, how is the page divided? In 
what order should transactions be recorded ? What twb rules are put in italics because pupils are likely to forget 
them? 
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The following exercises also sho"j.ld be written in " Ledger A," in accordance with the meftod 
shown in Exercise 1. The pupil should take great pains in making his record, striving to secure 
brevity, clearness, and accuracy. When he is in doubt as to the best form in which to make his 
entry, he should consult the memoranda of Exercise 1 to find a similar transaction. The method in 
which this is recorded will suggest the proper form. 

Exercises 3 and 4 are designed to give practice in closing accounts. The teacher should add 
others of a similar character until the pupil is familiar with the principles and processes involved. 



FOIiM I. 15 



EXERCISE 2. 
Record of the Business Transactions of William G, Richardson. 

May 1, 1890. Cash on hand, $110.46. Bought of Hall & Bill on % 30 lbs. sugar @ 8^, 
3 lbs. starch @ 6^. 

May 2. Finished ploughing potato field No. 1 ; labor, $ 2.50. Sold Henry C. Waterman for cash 
3 veal calves @ $ 4.50. 

May 3. Paid Peter N. Fernald for labor, $ 7.50. Loaned Robert P. Harmon $ 35. Sold Hall & 
Bill on % 2 bbls. No. 2 Baldwin apples @ $3.75; 2 bush, screened pea beans (c^ $1.66. 

May 5. Tristram Flagg paid his note with iDterest, $ 39.62. Bought of Henry C. Waterman for 
cash 10 lbs. beef roast @ 18^. 

May 6. Finished ploughing potato field No. 2 ; labor, $ 7. Planted potato field No. 1 ; seed 
potatoes, 35^ ; labor, $ 3.50. 

May 7. Sold Robert P. Harmon on ^ 1 bush, medium beans, $ 1.50. Sold Henry C. Water- 
man for cash 37 lbs. poultry @ 15^. 

May 8. Bought of Herbert G. Hinckley on % 3 yds. denim @ 9^, 3 prs. stockings @ 25^, 10 lbs. 
cotton batting @ 4^. 

May 9. Bought of Caleb T. Hayes on % 3000 shingles @ $ 1.75 per thousand. 

May 10. Paid Peter M. Fernald cash for labor, $ 7.50. Finished planting potato field No. 2 ; 
seed, $ 1.25 ; labor, $ 7. 

May 12. Bought of Robert P. Harmon on % 1 pair oxen, $ 125. Bought of Caleb T. Hayes on 
% 3260 ft. pine boards @ $ 18 per thousand. 

May 13. Ploughed field for Tristram Flagg; charged him $3.75. Bought of Ephraim Hubbard 
for cash 3 hoes @ 60^ ; 1 harrow, $13. 

May 14. Ploughed corn field ; labor, $ 7. Paid Herbert G. Hinckley cash in full of %. Sold 
Hall & Bill on % 1 tub butter, 31 lbs., @ 21^. 

May 15. Sold Henry C. Watermin for cash 39 lbs. poultry @ 17^. 

May 16. Ploughed and sowed oat field ; seed, 70^ ; labor, $ 6. 

May 17. Finished planting corn field; seed, $1.25; labor, $9. Paid Peter N. Fernald for 
labor, $ 7.50. 

May 19. Ploughed barley field ; labor, $ 3.50. Bought of Tristram Flagg on % 1 two-year old 
colt, $ 45. 

May 20. Bought of Ephraim Hubbard on % 10 lbs. nails @ 5^ ; 1 gross screws, 35^; 1 axe, 90^. 

May 21. Finished sowing barley field ; seed, $ 1.40 ; labor, $ 6.50. 

May 22. Sold Caleb T. Hayes on % 10,000 ft. logs @ $ 7 per thousand. Sold Hall & Bill on % 
10 bush, potatoes @ 73^. 

May 23. Bought of Ephraim Hubbard on % 3 scythes @ 70^; 3 rakes @ 30^; 1 whetstone, 10^. 

May 24. Paid Peter N. Fernald cash for labor, $7.50. 

May 26. Sold Hall & Bill on % 5 doz. eggs @ 20^, 70 lbs. cheese @ 10^. Bought of them on 
% 2 gals, molasses @ 5oji. 

May 27. Sold Tristram Flagg on % 2 yearling heifers @ $ 17. Sold Henry C. Waterman for 
cash 3 veal calves (a.) $3.50. 

May 28. Hoed potato field No. 1 ; labor, $ 4. Bought of Caleb T. Hayes on % 2000 ft. pine 
sheathing @ $ 23. 

May 29. Bought of Herbert G. Hinckley on % 9 yds. print @ 7^, 16 yds. sheeting @ 11^, 3 
table-cloths @ $ 1.37. 

May 30. Sold Hall & Bill on % 3 dozen eggs @ 20^, 3 bbls. russet apples @ $ 4, 1 tub butter, 
42 lbs. @ 21^. 

May 31. Hoed potato field No. 2 ; labor, $ 4.50. Paid Peter N. Fernald cash for labor, 3 7.50. 
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EXERCISE 3. 

Mr. Charles Spinney is a village blacksmith in Hamlet, Me. The following are some of his busi- 
ness transactions for the month of January, 1889 : — 

Jan. 1. Cash on hand, $37.60. Bought stock for cash, $12.46. Mended sled for John H. Rob- 
bins ; charged him 75^. Shod horse for Joseph P. Royce for cash, $ 1.50. 

Jan. 2. Bought of William J. Lombard on % 1 hammer, $ 1.25 ; 10 lbs. nails @ 8/^ ; 3 gross screws 
@35^. 

Jan. 3. Finished ironing sleigh for Daniel M. Spencer ; charged him $ 7.60 for labor and stock. 
Bought of Calvin McClellan on % 1 cord hard wood, $ 4.50. 

Jan 4. Bought of Charles Newhall on % 10 yds. sheeting @ 9^, 5 lbs. sugar @ 10^, 3 gals, 
molasses @ 60^. 

Jan. 5. Shod two yoke oxen for Fred H. Pierce ; charged him $ 3. Bought of Charles Newhall 
on % 1 bbl. flour, $ 7. Daniel M. Spencer paid cash on %, $ 5. Paid William J. Lombard cash in full 
of account. 

EXERCISE 4. 

Mr. Daniel M. Spencer is a village shoemaker and cobbler in Hamlet, Me. The following are 
some of his business transactions for the month of September, 1890 : — 

Sept. 1. Cash on hand, $ 91.20. Mended shoes for Charles Spinney ; charged him 62^. Repaired 
skate strap for Joseph P. Royce, jjer Charley Royce ; charged lo^. 

Sept. 2. Bought tools of W. J. Lombard for cash, $ 3.45. Bought of Charles Newhall on % 
3 lbs. salt pork @ 9^, 10 lbs. sugar @ 8^, 10 yds. denim @ 11)?^. 

Sept. 3. Repaired boots for Fred H. Pierce ; charged him 90^. Made slippers for Calvin 
McClellan ; charged him $ 1. Bought of William J. Lombard on % 1 axe, $ 1. 

Sept. 4. Paid life insurance premium in cash, $22.36. Finished pair of boots for Abram H. 
Kelly ; he paid for them in cash, $ 7. 

Sept. 5. Bought of Charles Newhall on % 1 bush, potatoes, 75^ ; 2 spools thread @ 4^ ; 1 stick 
braid, 8^. 

Sept. 6. Bought stock for cash, $ 7. Finished slippers for Joseph P. Royce ; charged him $1.50. 
Sold John H. Robbins for cash 1 pair misfit boots, $ 5.50. 

The following balances should be obtained : — 
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THE BOOK-KEEPER'S HEADQUARTERS. 

Tlie pupil will notice the safe for money and valuable pajiers ; the cash railway, which brings the money fronM 
aalesuien to the casiiier ; anil the little room which gives to book-keeper and casliier the retirement which the o 
their business requires. The round opi'niug throufih the glass panel gives au opportunity for conversation, and the " 
arched opening beneath the panel allows the free passing of papers, money, etc. 



CHAPTER III. 
Form II. 

The form of book-keeping which you have studied and practised might be used for any kind of 
business, but it woidd often be inconvenient. 

We shall now give a form that is adapted to a larger business. In this form three books will be 
used, — a Day Book, or Journal, a Cash Book, and a Ledger. 

The Day Book is used as a book of original entry for all transactions except those involving cash. 
The Cash Book is used as a book of original entry for all cash transactions. The Ledger, as in the 
first form, is the book of accounts. Its records are taken from the Day Book and the Cash Book. 

The Day Book is ruled like the Ledger of the first form of accounts. The first horizontal line 
contains the date of the first transaction recorded on the page ; other dates appear in the first column. 
The second column is used to indicate the page of the Ledger to which the record is transferred. 
The third column is the item column. The first set of money columns is used to enter the cost of 
the several articles bought or sold when there are more than one. The second set of money columns 
is used for the total cost of he articles bought or sold at one time. The form of the Day Book will 
be better understood by examining page 22. 

The Cash Book is ruled like the Day Book. In it should be entered on the debit side all cash 
on hand and all cash received. On the credit side should be entered all cash paid out. The first set 
of money columns on each side should be used for cash on account ; the second set, for other cash 
transactions. As in the Day Book the first column contains the date ; and the second contains the 
page of the Ledger to which the corresponding record is posted. The form of the Cash Book is seen 
ou pages 28 and 29. 

In actual hudness^ all records in the Cash Book and Day Book, when these are used cw books of 
original entry, should he made immediately after each trartsaction and before another transaction is made, 
and the Cash Book should be closed or proved every night. 

Records of transactions " on account " are transferred from the Day Book and Cash Book to the 
Ledger. The process of transferring them is called posting. The method by which an entry of the 
Day Book or Cash Book is transferred to the Ledger will be better understood by tracing the history 
of the various records of the Day Book on pages 22 and 23, and the Cash Book on pages 28 and 29. 
They appear in the Ledger on pages 32 and 33. As soon as a transaction has been transferred from 
the Day Book or Cash Book to the Ledger^ but never before, the page of the Ledger to which it has been 
transferred should be written in the second column of the Day Book or Cash Book, as an evidences that the 
entry has been posted. 

QUESTIONS. 

What books are used in Form II.? What transactions are recorded in the Day Book? What are recorded in 
the Cash Book? Are any transactions recorded in both books? How is the Day Book ruled? How is the Cash 
Book ruled ? Prices are said to be " short extended " in the first set of money columns in the Day Book and " full 
extended " in the second set of money columns. Explain these terms. In the Cash Book, what is the first set of 
money columns used for? What is the second set used for? In actual business, when should the records in the 
books of original entry be made? What do you understand by books of original entry? How often should the 
Cash Book be closed? What is posting? Show how the first entry of the Day Book appears in the Ledger. 
What is the first item of the Cash Book that should be posted? What rule is given in italics? Why is it 
especially important ? What rule do you discover as to the use of capital letters in the item column ? 
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DIRECTIONS. 

The following exercise should be written in the proper blanks in accordance with the directions 
and forms given in the text-book. The forms should not be copied, but are designed only to furnish 
aid where the pupil is in doubt. 

The transactions should be recorded in the Day Book and Cash Book in the order of their 
occurrence. 

Post at the close of each week. 

Balance and close an account whenever it is paid in full. 

Make all footings and balances with a pencil, and rewrite them with ink when you are sure they 
are right. 

'Always add your columns twice, once up and once down, thus proving your work. 

Adding is the most difficult part of book-keeping j be careful, therefore, to form habits of accuracy. 

Read often the directions and cautions in the Introduction to this book. 

EXERCISE 5. 

Following are some of the business transactions of John S. Paul & Co., dealers in groceries and 
provisions, Newton, Mass. : — 

March 3, 1890. Cash on hand, $190.87. Sold Henry Allen on % 12 oranges, 25^-, 3 lbs. 
apricots @ 20^ ; 1 cake stove blacking, 8^. Sold Geo. H. Ames on % 1 box salt, lOj^ ; 5 lbs. sugar 
@ 7^^; 1 bag flour, 85^. Bought of Hayes & Hill on % mdse. per invoice, $90.62. Sold Chas. C. 
Bennett on % H lbs. ham @ 14^; 1 lb. evaporated apple, 15)^^. Bought of Rice, Richardson & Co. for 
cash mdse. per invoice, $ 39.46. Cash sales, $ 36.42. 

March 4. Sold William Butler on % J lb. cream of tartar, 15^ ; 1 lb. coffee, 35^. Sold Frank 
H. Carter on % 1 doz. eggs, 23^. Paid Hayes & Hill cash on %, $ 50. Bought of Merrill & Merrill 
on % mdse. per invoice, $37.81. Sold Wm. H. Cogswell on % 2 lbs. graham crackers @ 20^; 
1 yeast cake, 2^. Cash sales, $ 31.42. 

March 6. Sold Nicholas L. Currier on % 1 qt. beans, 10^ ; 1 lb. pearline, 12^ ; 1 bottle horse 
radish, 10^. Paid Merrill & Merrill cash on %, ^2b. Bought of Rice, Richardson & Co. on % 
groceries per invoice, $ 139.42. Cash sales, $ 62.39. 

March 6. Sold Wm. H. Cogswell on % 5 lbs. sugar @ 8^ ; 1 jar jam, 25^. Sold Geo. H. 
Ames on % 1 doz. eggs, 23^ ; 1 lb. graham crackers, 20^ ; 6 lemons, 10^. Sold Wm. H. Cogswell 
on % i lb. dried beef, 15^ ; If lbs. beef steak @ 28^. Cash sales, $ 30.36. 

March 7. Sold Frank H. Carter on % 6 oranges, 20^ ; 1 lb. apricots, 20^ ; 1 doz. eggs, 23^. Bought 
of Merrill & Merrill on % provisions per invoice, $36.20. Paid them cash on %, $35. Cash sales, 
$ 21.46. 

March 8. Sold Henry Allen on % 1 lb. graham crackers, 20^ ; 1 lb. oatmeal, 12^. Geo. H. Ames 
paid cash in. full of %. Sold Samuel M. Dickey on % 1 lb. soda, 10^; ^ lb. chocolate, 20^; and 
he paid cash in full of %. Sold Frank H. Carter on % 1 bottle rose flavor, 25^; 6 lbs. corn 
meal @ 3^. William Butler paid cash in full of %. Wm. H. Cogswell paid cash in full of %. 
Cash sales, $ 65.42. 

March 10. Sold Frank H. Carter on % 1 lb. prunes, 12)^ ; J lb. dried beef, 15^. Sold William 
Butler on % i lb. cream of tartar, 15^ ; 15 crackers, 8^. Bought of Hayes & Hill on % groceries per 
invoice, $ 37.62. Cash sales, $ 21.46. 

March 11. Sold Chas. C. Bennett on % 1 gal. molasses, (jo^ ; 1 doz. eggs, 23^ ; 1 yeast cake, 2^. 
Paid Hayes & Hill cash on %, $40. Sold Henry Allen on % 1 peck potatoes, 30^; 5 lbs. sugar @ 
1\^. Cash sales, $27.42. 

March 12. Sold Samuel M. Dickey on % 1 can corn, 15^; ^ doz. beets, 8^; 1 lb. pearline, 12^; 
1 lb. apricots, 20^. Sold Nicholas L. Currier on % 2 lbs. sugar @ 8^. Bought of Rice, Richardson 
& Co. on % groceries per invoice, $26.25. Paid them cash on %, $25. Sold Wm. H. Cogswell 
on % 2 qts. beans @ 10^, 2 lbs. corned beef @ 12^. Cash sales, $40.17. 
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March 13. Sold Henry Allen on % 6 lbs. sugar @ 7^^; 1 yeast cake, 2^. Bought of Merrill & 
Merrill on % mdse. per invoice, $46.23. Paid them on %, $50. Cash sales, $31.10. 

March 14. Sold Geo. H. Ames on % 7i lbs. ham @ 13^ ; 1 bag flour, S5ff ; 6 lbs. corned beef 
@ 9!^. Sold Ghas. G. Bennett on ^ 2 gals, molasses @ 65j^, 2 bushels potatoes @ 80^. Paid Hayes 
& Hill cash to balance %.* Gash sades, $33.10. 

March 15. Sold William Butler on % 5 lbs. pearline @ 10^. Greo. H. Ames paid cash to 
balance %. Sold William Butler on % 1 tub butter, 31 lbs., @ 29^. He paid cash to balance %, 
Sold Frank H. Garter on % 15 lbs. granulated meal @ 5^. Wm. H. Gogswell paid cash to 
balance %. Sold Samuel M. Dickey on % 4 qts. lima beans @ 15f^, 8 qts. pea beans @ 10^. He has 
paid cash to balance %. Gash sales, $ 61.21. 

March 17. Bought of Rice, Richardson & Co. on % mdse. per invoice, $ 56.31. Sold Nicholas 
L. Currier on % 6 lbs. raisins @ 15^ ; 15 lbs. maple sugar @ 17^ ; 1 peck spinach greens, 20^. Gash 
sales, $ 27.60. 

March 18. Sold Wm. H. Gogswell on % 7 lbs. salt pork @ 11^; 1 can blueberries, 15^; 1 can 
peaches, 25^. Gash sales, $ 39.62. 

March 19. Sold Frank H. Carter oii% 5 lbs. boneless codfish @ 8^, 4 lbs. English walnuts @ 
7^, 6 lbs. evaporated apple @ 12^. Bought of Merrill & Merrill on % provisions per invoice, $ 39.42. 
Sold Ghas. G. Bennett on % 1 bbl. flour, $ 7.50. Sold Henry Allen on % 5 gals, molasses @ 65^, 
6 gals, kerosene oil @ 12^. Gash sales, $ 24.46. 

March 20. Sold William Butler on % ^ bush, potatoes, 60^; J lb. cream of tartar, 15/^. Sold 
Ghas. G. Bennett on % 1 lb. soda, 10^ ; 10 lbs. sugar @ 7^ ; 2 boxes white oats @ 12^. Bought of 
Rice, Richardson & Go. on % mdse. per invoice, $18.90. Sold Wnu H. Gogswell on % 2 lbs. 
co&e @ 38^, 2 cans com @ 15^, 2 gals, molasses @ 65^. Gash sales, $ 41.46. 

March 21. Sold Friank H. Carter on % 3 doz. eggs @ 23/^, 2 qts. beans @ 10/^. Sold William 
Butler on % 3 gals, kerosene oil @ 13^, 5 bars soap @ 5^. Paid Rice, Richardson & Co. cash in full 
of %, Gash sales, $ 56.40. 

March 22. Sold Frank H. Carter on % 10 lbs. sugar @ 10^ ; 2 boxes pearline @ 12/^; 1 can com, 
15^. Sold Wm. H. Cogswell on % 6 oranges, 20^ ; 1 bottle lemon extract, 20^. He paid cash to 
balance %. Sold Henry Allen on % 2 qts. beans @ 10^, 2 lbs. graham crackers @ 20^. William 
Butler paid cash to balance %. Gash sales, $56.21. 

March 24. Sold Samuel M. Dickey on % 1 lb. dried beef, 30^ ; 5 lbs. sugar @ 7^^ ; 1 box pearline, 
12|^. Sold Nicholas L. Currier on % 5 bars soap @ 5^; 3 qts. beans @ 10^; 1 can corn, 15^. Sold 
Wm. H. Cogswell on % 1 box white oats, 12^; 1 yeast cake, 2^; 1 lb. coffee, 35^. Sold Frank 
H. Garter on % 2 lbs. graham crackers @ 20^ ; 1 gal. molasses, 65^. Cash sales, $ 31.40. 

March 25. Sold William Butler on % i lb. chocolate, 20^ ; 5 lbs. com meal @ 3^. Bought of 
Hayes & Hill on % mdse. per invoice, $ 36.41. Gash sales, $ 18.90. 

March 26. Sold Ghas. C. Bennett on % 3 lbs. crackers @ 8^ ; 2 boxes gelatine @ 17^ ; 1 bottle 
pickles, 25^. Sold Geo. H. Ames on % 1 doz. eggs, 23^; 2 lbs. prunes @ 12^. Gash sales, $35.29. 

March 27. Bought mdse. of Merrill & Merrill on %, $ 41.30. Sold Henry Allen on % 4 gals, 
kerosene oil @ 12^^ ; i lb. coffee @ 38^; 1 box pearline, 12^. Cash sales, $39.36. 

March 28. Sold Frank H. Garter on % 1 bottle pickles, 25^; 1 box white oats, 12^. Paid Merrill 
& Merrill cash in full of %. Cash sales, $26.42. 

March 29. Samuel M. Dickey has paid cash in full of %. Sold Henry Allen on % ^ doz. 
lemons, 10^ ; 1 bottle horse radish, 10^ ; 1 lb. coffee, 35^; 1 lb. graham crackers, 20/^. Wm. H. Gogs- 
well paid cash in full of %. Bought of Rice, Richardson & Co. on % mdse. per invoice, $41.42. 
William Butler paid cash in full of %. Sold Ghas. G. Bennett on % 1 yeast cake, 2^ ; i lb. cream of 
tartar, 15^ ; 3 qts. beans @ 10^ ; 6 bars of soap @ 5^. Geo. H. Ames paid cash to balance %, Cash 
sales, $61. 

March 31. Paid cash for rent, $ 40. Sold Geo. H. Ames on % 1 doz. eggs, 23^ 5 1 box gelatine, 
17^5 1 can corn, 15^. Paid clerk in cash, $45. Cash sales, $39.91. 
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We give below the first page of the Day Book as it should appear in the pupil's book. He should 
study its form carefully, and endeavor to follow the general arrangement on the page. He should be 
very careful in his writing and make every letter and figure distinctly. 



Day Book. Form II. 
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Newtouy March 4, 1890, 



Amount forward 



Wm. H, CogsweU 
' 2 lbs. GhraJiam Crackers @ 20^ 

32 1 1 Yeast Cake 

Nicholas L. Currier 
I 1 qt. Beans 

I 1 lb. Pearline 

32 I 1 bottle Horse Radish 

Eicej Richardson & Co. 
34 Mdse. per invoice 
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Wm. H. Cogswell 
5 lbs. Sugar @ 8^ 

32 1 jar Jam 

Geo. H. Ames 
I . 1 doz. Eggs 
; 1 lb. Graham Crackers 

33 6 Lemons 
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Wm. H. Cogswell 
\ lb. Dried Beef 
if lbs. Beefsteak @ 28^ 
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Frank H. Carter 
6 Oranges 
1 lb. Apricots 
1 doz. Eggs 

Merrill & Merrill 
Mdse. per invoice 

Henry Allen 

1 lb. Graham Crackers 
1 lb. Oatmeal 
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Samuel M. Dickey 
1 lb. Soda 
i lb. Chocolate 

Frank H. Carter 

1 bottle Rose Flavor 
5 lbs. Com Meal @ 3f 
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Newton, March 10, 1890. 
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Newton, March 14, 1890. 
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Amount forward 



Cha^. (7. Bennett 

2 gals. Molasses @ 65^ 
2 bu. Potatoes @ 80^ 



Dr. 



William Butler 

5 lbs, Pearline @ 10^ 

1 tub Butter, 31 lbs,, @ 29^ 



Dr. 



Frank H, Carter 

15 lbs. Gfranulated Meal @ 5^ 

Samuel L, Dickey 

4 qts. Lima Beans @ 15^ 
8 qts. Pea Beans @ 10^ 

Bice, Richardson & Co, 
Mdse. per invoice 

Nicholas L, Currier 

5 lbs. Raisins @ 15^ 

15 lbs. Maple Sugar @17f 
1 pic. Spinach Qreens 

Wm, H, Cogswell 

7 lbs, SaU Pork @ W 
1 can Blueberries 
1 can Peaches 

Frank H, Carter 

5 lbs. Boneless Codfish @ 8^ 
4 lbs. English Walmas @ 7p 

6 lbs. Evaporated Apple @ 12^ 

Merrill & Merrill 
Mdse. per invoice 



Dr. 



Dr. 



Or. 



_ II 



Dr. 



Dr. 



Dr. 



Chas, C. Bennett 
1 bbl. Flour 

Henry Allen 

5 gals. Molasses @ 65^ 

6 gals. Kerosene Oil @ 12^ 



Or. 



Dr. 



Dr. 



William Butler 
•J- bu. Potatoes 
i lb. Cream Tartar 

Amount forward 
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9 49 



76 



1 40 



66 31 



8 60 



1 17 
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39 42 



7 50 



3 97 



75 



557 11 
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REMARKS UPON FORM II. 

This form has been introduced as a type of single-entry book-keeping. It exhibits the princi- 
ples of the science in their most common applications. 

It is possible to vary it in many ways, and to introduce other books ; but he who has mastered 
thoroughly the method as here presented has laid well the foundations for future building. 

We notice one of the commonest variations : — 

(1) The Day Book includes all items that are to be posted to the Ledger. In this case, cash on 
account is recorded in both the Day Book and the Gash Book, and nothing is posted from the Gash 
Book. The total footing of the Day Book for any period equals the sum of the footings of the 
Ledger for the same period. 

(2) The Gash Book takes the form of the cash account in Form L, or it may take the form 
exhibited on pages 38 and 39. 

QXrZSTIONS. 

What is said of Form II.? What variation in the Day Book is described? What three things will follow 
when this form is used ? What other form of Cash Book may be used when cash paid or received on account is 
recorded in the Day Book? What advantage has this form of Cash Book? 

On the following pages we give a portion of the Day Book and Gash Book as they may appear 
when the Day Book contains a complete record of debits and credits. If the teacher desires, he may 
require them to be completed from the memoranda of Exercise 5. Exercises 6 and 7 may be written 
by either method or by both methods. 
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33 



33 



34 



33 



34 



33 



32 



32 



NewtOHy Mass., March 3, 1890, 



Henry Allen 

12 Oranges 

3 Iba, Apricots @ 20^ 

1 cake Stove Blacking 

- 3 

Oeo, H. Ames 

1 box Salt 

5 lbs. Sugar @ 7^i 

1 bag Flour 



Dr. , 



Dr. 



— a 



Hayes & HiU 

Mdse. per invoice 



Cr. 



_ <( 



Chas. C Bennett 

7i lbs. Ham @ 14^ 
1 W. Evap. Apple 



Dr. 



4 - 



William Butler 

i lb. Cream Tartar 
1 lb. Coffee 

Frank H Carter 
1 doz. Eggs 



Dr. 
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Hayes & HiU 
Cash on % 

Merrill & Merrill 
Mdse. per invoice 
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Wm. H. Cogswell 

2 lbs. Oraham Crackers @ 20^ 
1 Yeast Cake 

- 5 

Nicholas L. Currier 

1 qt. Beans 

1 lb. Pearline 

1 bottle Horse Radish 

Merrill & Merrill 
Cash on % 

Bice, EicJiardson & Co. 

Mdse. per invoice 

- - 6 

Wm. H. Cogswell 

i lb. Dried Beef 

li lbs. Beefsteak @ 28 f 
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Newton, Mass., March 6, 1890. 



Forvyard 
Geo, H, Ames 

1 doz. Eggs 

1 lb. Graham Crackers 

6 Lemons 

6 — 

William H. Cogswell 

\ lb. Dined Beef 

if lbs. Beefsteak @ 28^ 

- - - - — 7 

Frank H. Carter 

6 Oranges 

1 lb. Apricots 

1 doz. Eggs 



Dr. 



Dr. 



Merrill & Merrill 
Mdse, per invoice 

Dr, 
Cash on % 

------ 8 
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1 lb. Graham Crackers 
1 lb. Oatmeal 
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Geo. H. Ames 

Cash in full of % 

Samuel M. Dickey 
1 lb. Soda 
^ lb. Chocolate 

- Cr. - 
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- 8 
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1 bottle Rose Flavor 
5 lbs. Co^'n Meal @ 3^ 
- - - « - 
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EXERCISE 6. 

Following are the transactions of William F. Welch, dealer in dry and fancy goods, Pembroke, 
Mass., for the month of June, 1890. They should be recorded in the proper blanks, and the Ledger 
accounts should be balanced and closed. The correct balances will be found on page 41. 

June 2. Cash on hand, $ 140.32.. Bought of Hall, Hubbard & Co. on % mdse. per invoice, 
$96.37. Sold Geo. W. Stevens on % 3 doz. buttons @ 33^; 1 doz. buttons, 10^; 1 shirt, f 1.25. 
Sold Lydia L. Stead on % 3 yds. wigan @ 12^^; 2 yds. crinoline @ 10^ ; 2 spools silk @ 10^; braid, 
7fl ; trimming, 50^. Cash sales, $ 39.62. 

June 3. Sold Albert J. Putnam on % 2 yds. cotton @ 8^ ; 1 bottle cologne, 2of^ ; 1^ yds. cam- 
bric @ 8^. Bought of Dixon & Spencer on % mdse. per invoice, $ 37.62. Paid express, $ 1.62. Sold 
Carrie E. Newton on % 4 yds. cotton @ 11^; 1 pr. cuffs, 13^. Cash sales, $29.39. 

June 4. Sold Geo. L. Miller on*% 2^ yds. cambric @ 7^, 2 spools thread @ 5p. Sold Henry 
L. Matthews on % 2 prs. hose @ 33^ ; 1 collar, 10^ ; 1 under-vest, 38^. Bought of Hall, Hubbard & 
Co. on % mdse. per invoice, $90.91. Cash sales, $46.42. 

June 5. Paid for advertising in Pembroke Mirror for May, $ 16.25. Sold David W. Kilpatrick 
on % 2 prs. hose @ 37^^, 3^ yds. silesia @ 12^^. Sold Nellie S. Howard on % 2 yds. silesia @ 25^ ; 
5 yds. cambric @ 7^; 1^ yds. crinoline @ 12^; silk braid, 17^. Cash sales this day, $46.09. 

June 6. Sold William King on % 1 shirt, 75^ ; ^ doz. napkins, $ 1.25 ; 1 collar, 20^ ; 3 hand- 
kerchiefs @ 12^^. Bought of Dixon & Spencer on % mdse. per invoice, $90.60. Paid Mrs. McClink 
for washing floor, $1. Paid for repairing show case, $1.15. Cash sales this day, $51.42. 

June 7. Sold Lydia L. Stead on % 3 bones @ 12^; 1 spool twist, 5^; 1 stick braid, 7^. Paid 
Peter C. Blanchard salary, $8. Paid Hall, Hubbard & Co. on %, $75. Cash sales, $62.91. 

June 9. Sold Carrie E. Newton on % IJ yds. silesia @ 16^ ; hooks and eyes, 5^. Sold Lydia 
L. Stead on % 2 yds. cotton @ 8^; 1 yd. canvas, 25f^; 5 yds. cambric @7p; 2 bones @ 12^. Paid 
WilUam F. Welch on private %, $ 25. Cash sales, $ 29.46. 

June 10. Bought of Dixon & Spencer on % mdse. per invoice, $ 62. Paid them on %, $ 100. 
Sold Geo. W. Stevens on % 1 tie, 50^; 2 prs.' cuffs @ 25^. Sold Geo. L. Miller on % 1 pattern, 
15/!^; 1 pr. gloves, $1; 2 prs. drawers @ 75^. William King has repaired shelves, for which he 
charges 90^. Sold Henry L. Matthews on % 1 skirt, (yr^^ ; 3 collars @ 20^^. Sold Carrie E. Newton 
on % 1 net, 50^ ; 1 pr. hose, 33^ ; needles, 5^. Cash sales, $ 51.50, 

June 11. Sold David W. Kilpatrick on % 1 pr. hose, 60^; 2 prs. hose @ 33^ ; 1 tie, 50^. Paid 
for insurance on goods in stock, $ 50.50. Bought of Hall, Hubbard & Co. on % mdse. per invoice, 
$ 39.60. Sold Henry L. Matthews on % 2 spools silk @ 10^ ; i yd. crinoline, 6^ ; 1 doz. buttons, 
13^ ; 12 yds. chambray @ 10^. Cash sales, $ 62.43. 

June 12. Sold Nellie S. Howard on % 2 bones @ 12^; 1 doz. buttons, Sp\ 2 prs. hose @ 25^. 
Sold Albert J. Putnam on % 1 pr. hose, 25^ ; 1 tidy, 12/^ ; 2 collars @ 17^. Paid Dixon & Spencer 
on %, $75. Sold William King on % 1 yd. Hamburg, 30^; 8 yds. flannel @ 30J^; 2 yds. cotton @ 
8^ ; 1^ yds. silesia @ W ; 1 pattern, 20^. Cash sales, $41.92. 

June 13. Paid Hall, Hubbard & Co. cash on %, $ 60. Sold Lydia L. Stead on % 2 yds. silesia 
@ 16^; 2i yds. lasting @ 45^ ; 1 yd. nainsook, 7^. Geo. W. Stevens paid cash in fiill of %. Sold 
David W. Kilpatrick on % 3 yds. lace @ 8^; 1 comb, 8^; 1 pc. braid, 6^5 2J yds. cambric @ 7^. 
Cash sales, $ 71.42. 

June 14. Albert J. Putnam paid cash in full of %. Paid Hall, Hubbard & Co. cash on ^, 
$50. Sold Geo. L. Miller on % 1 sunshade, $1.75; 1 skirt, $1; 1 collar, 20^. Paid Peter C. 
Blanchard salary, $ 8. Sold Lydia L. Stead on % corsets, $ 1.25 ; 1 yd. cambric, 7^ ; 2 doz. buttons 
@ 12^. Cash sales, $ 60.41. 

June 16. Sold Nellie S. Howard on % 1 pocket book, $ 1.50. Sold Henry L. Matthews on % 
1 pr. suspenders, 75^; 1 birthday card, 70/^; 1 handkerchief, 25^. Bought of Hall, Hubbard & Co. 
on % mdse. per invoice, $62.40. Lydia L. Stead paid cash in full of %. Cash sales, $32.31. 
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June 17. Sold Greo. W. Stevens on % niching, 30^ ; 1 handkerchief, 60^ ; 3 aprons @ 26^. 
Sold Albert J. Putnam on % 1 pr. suspenders, $ 1 ; 1 mirror, 75^ ; 1 pr. hose, 37^. Geo. L. Miller 
paid cash on %, $ 1. Cash sales, $ 26.31. 

June 18. Sold Carrie E. Newton on % 18 yds. print @lf\ 2 spools silk @ 5^ ; 1 yd. braid, 7^ ; 
1 bottle cologne, 2b^\ 1 tie, 60^. Bought of Dixon & Spencer on % mdse. per invoice, $39.26. Sold 
Geo. L. Miller on % buttons, 50^; 2 collars @ 25^; 1 pocket book, $1; 6 yds. cotton @ 10^. 
David W. Kilpatrick paid cash in full of %. Cash sales, $21.20. 

June 19. Paid William F. Welch on private %, $ 10. Paid Dixon & Spencer cash on %, $ 50. 
Sold William King on % 3 yds. crinoline @ 10^, 2 yds. silesia @ 16^, 3^ yds. cambric @ 6^, 8 yds. 
braid @ 7^, 3 yds. flannel @ 34^. Sold David W. Kilpatrick on % 1 pr. sleeve protectors, 25^ 5 lA^ 
yds. cotton @ 9^. Cash sales, $ 51. 

June 20. Sold Henry P. Woods on % 21 yds. cotton @ 9^, 2 yds. flannel @ 60^, 2 handkerchiefs 
@ 50^. Sold Lydia L. Stead on % 2 spools silk @ 10^ ; 1 spool twist, b^ ; 1 pr. gloves, $ 1.25. Sold 
Nellie S. Howard on % 4^ yds. cambric @ 7.^ : f yd. canvas, 19^ ; 3 yds. cotton flannel @ 15^. Cash 
sales, $ 31.46. 

June 21. Sold Albert J. Putnam on % 12 yds. print @ 8j^; 6 prs. hose @ 25^; 2 prs. drawers 
@ 50^ ; 1 paper of needles, 5^. Sold Carrie E. Newton on % 1 skein Saxony yarn, 16^ ; 30 yds. 
print @ &^. Paid Peter C. Blanchard salary, $ 8. Cash sales, $ 60. 

June 23. Sold Geo. L. Miller on % hairpins, 10^; 1 yd. crinoline, 13^; 1 pr. gloves, $1. Sold 
David W. Kilpatrick on % 2 bones @ 12^^ ; silk twist, 2bf ; 2 yds. silesia @ 25^. Sold Nellie S. 
Howard on % 3 yds. cambric @ 7^, 8 bundles wadding @ 12^^, 2 yds. Hamburg edging @ 18^. 
Bought of Hall, Hubbard & Co. on % mdse. per invoice, $25.67. Cash sales, $32.41. 

June 24. Sold William King on % 2 spools silk @ 10^ ; 1 stick braid, 7^ ; 1 pr. hose, 20^. Sold 
Henry L. Matthews on % 2 yds. flannel @ 2b^, If yds. edging @ 12^. Bought of Dixon & Spencer 
on % mdse. per invoice, $24.42. Cash sales, $39.42. 

June 2^, Sold Geo L. Miller on % 1^ doz. pearl buttons @ 22^; 1 tie, 2b4. William King paid 
cash in full of %. Cash sales, $ 20.20. 

June 26. Sold Carrie Iv Newton on % 2 balls darning cotton @ 5^, 5 yds. cambric @ 7^, 5 yds. 
silesia @ 18/^. Sold Albert J. Putnam on % 10 yds. patch @ 8^; 6 bones @ 5^; 1 paper needles, 5^r 
Bought of Hall, Hubbard & Co. on % mdse. per invoice, $39.25. Cash sales, $52. 

June 27. Paid Hall, Hubbard & Co. cash in full of %, Sold Lydia L. Stead on % 2 doz. buttons 
@ 25^, 4 yds. cotton flannel @ 15^. Cash sales, $ 41.42. 

June 28 Sold Geo, W. Stevens | yd. ruching, 20] 3 yds. cambric @ 10^. Sold. Nellie S. How- 
ard on % 8 collars @ 17^, 2 prs. cuffs @ 25^. Albert J. Putnam paid cash in full of %. Paid Peter 
C. Blanchard salary, $ 8. Cash sales, $ 71.40. 

June 30, Paid Dixon & Spencer cash in full of %. Sold Henry L. Matthews on % 5 yds. flannel 
@ 8^, 2 towels @ 12if^, 2 prs. of stockings @ 38^. Paid William F. Welch cash on private %, $ 15. 
Sold George L. Miller on % 1 yd. wigan, 9/^ ; 1 pattern, 20;^. Cash sales, $ 38.42. 

The Ledger balances are as follows : — 2?r. (7r. 



Cash 

Geo, W. Stevens 
Lydia L. Stead 
Carrie E, Newton 
Geo, L, Miller 
Henry L. Matthews 
David W, Kilpatrick 
Nellie S. Howard 
Wm, F. Welch 
Henry P, Woods 
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EXERCISE 7. 

Henry P. Jones is a dealer in books, stationery, room paper, and fancy goods, Morton, Mass. 
Following are some of Ms transactions for the month of June, 1890 : — 

June 2. Cash on hand, $ 321.42. Bought of Lee & Adams on % invoice of books, $ 39.42. Sold 
H. B. Bartley on % 3 quires paper @ 15^, 3 bunches envelopes @ 10)^. Sold Paul C. Goodrich on % 
15 rolls paper @ 3o^, 20 yds. border @ 15^. Cash sales, $21.42. 

June 3. Bought of Henry Carter & Co. on % invoice of paper, $ 91.49. Sold A. M. Hanley on 
% 1 ink bottle, 50^ ; 1 qt. ink, 75^ ; 1 gross pens, f 1. Sold S. T. James on % 1 brush, 25^ ; 3 tubes 
paint @ 9^. Cash sales, $ 36.20. 

June 4. Sold M. Y. Landon on % 1 Morton Illustrated, $ 3.50 ; 1 dictionary, $ 10.50. Paid 
Carter & Co. cash on %, $50. Cash sales, $51.39. 

June 5. Sold 0. S. Pinkerton on % 1 ruler, 25^; 1 eraser, 50^. Sold A. B. Carlton on % 5 tubes 
paint @ 9^. Cash sales, $ 63.81. 

June 6. Bought of J. L. Hammond on % invoice of school slates, pencils, and sponges, $36.21. 
Sold A. B. Carlton on % 3 lbs. paper @ 35^^. Cash sales, $ 40.10. 

June 7. Sold 0. S. Pinkerton on % 25 rolls of room paper @ 40^, 30 yds. border @ 25^. Paid 
Lee & Adams in full of %. Cash sales, $ 31.31. 

June 9. O. S. Pinkerton paid cash in full of %. Sold M. Y. Landon on % 1 qt. ink, 50^ ; 3 
reams sermon paper @ $2. Cash sales, $41.39. 

June 10. Bought of John Biley & Sons on % invoice of writing paper, $44.31. Sold S. T. James 
on % 30 yds. border @ 50^, 26 rolls paper @ 75^. Cash sales, $51.46. 

June 11. Sold H. B. Bartley on % 1 paper folder, 50^ ; 1 penholder, 25^. Paid for advertising. 
$ 13.50. Cash sales, $ 52.40. 

June 12. Bought of Perkins, Parker & Co. on % mdse. per invoice, $72.60. Sold Paul C. 
Goodrich on ^ 1 card receiver, $1.50; 1 ream paper, $2.60. Paid Carter & Co. cash to balance ^. 
Cash sales, $ 39.21. 

June 13. Paid for advertising, $15. Sold A. M. Hanley on % bill of stationery, $31.21. Cash 
sales, $ 29.46. 

June 14. Cash sales, $51.42. Paid washwoman for scrubbing floor, $1.25. 

June 16. Sold S. T. James on % 5 tubes paint @ 9^ ; 1 brush, 30^. Cash sales, $40.42. 

June 17. Bought of J. L. IJammond on % 1 doz. blackboard rulers, $6. Cash sales, $32.91. 

June 18. Sold A. B. Carlton on % 20 rolls wall paper @ 45^, 25 yds. border @ 30^^. Paid Riley 
& Sons cash to balance %. Cash sales, $50.11. 

June 19. M. Y. Landon paid $ 10 on %. Cash sales, $23.46. 

June 20. Cash sales, $ 39.27. 

June 21. Bought of Riley & Sons on % invoice of stationery, $ 261.42. Cash sales, $ 51.42. 

June 23. Sold H. B. Bartley on % 5 bunches envelopes @ 10^ ; 1 box pens, 75^. Cash sales, 

June 24. A. M. Hanley paid $25 on %. Cash sales, $41.40. 

June 25. Cash sales, $ 51.45. 

June 26. H. B. Bartley paid cash in full of %. Sold A. B. Carlton on % 3 curtain fixtures (a 
35^ Cash sales, $46.87. 

June 27. A. M. Hanley paid ciish in full of %. Paid Perkins, Parker & Co. cash on ^, $5(K 
Paid Riley & Sons in full of %. Cash sales, $21.46. 

June 28. Sold S. T. James on % 1 doz. pencils, 50^; 1 ream paper, $3; 1 blank book, $2. Cash 
sales, $ 51.17. 

June 30. Paid clerk $ 25. Paid rent for June, $ 45. Drew for personal expenses, $ 50. Sold 
Paul C. Goodrich on % 1 ruler, 37^; 1 box envelopes, $1.76. Cash sales, $35.10. 
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If these transactions are properly written, they will show the following 

Ledger Balances. Dr. 



Or. 



Cash 

J. L. Hammond 

Perkins^ Parker & Co* 

Paul C. Goodrich 

S. T, James 

M. T. Lando^i 

A, B, Carlton 
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A RETAIL DRY AND FANCY GOODS STORE. 

The pupil will notice the tempting dlspla; of wai«a for the purpose of attracting the attention of cuBtomers. 
dectiic light makes the night as bright aa da;, and every eflort is made to secure the favor of the public. 



CHAPTER IV. 
Form III. 

SPECIAL FORMS FOR EVERY BUSINESS. 

The forms already studied illustrate the principles of single-entry Book-keeping, and are those 
in actual use among business men. 

Every form of business, however, has features peculiar to itself, and the best record is made only 
by the use of special books and special forms adapted to the business represented. 

The form illustrated in this chapter is used by retail dealers in dry and fancy goods that carry 
on an extensive business, and wish to have an accurate record of all their transactions. 

INVOICES. 

Commodities are bought of jobbers and manufacturers. They are sent by freight or express to 
the retailer. An invoice is sent with the goods. As the goods are unpacked, they are compared with 
the invoice to see if the order is complete and in good condition. If an error has been made in the 
goods sent, in the prices, or in the terms, the jobber or manufacturer is informed at once, and the 
mistake is rectified. 

When the invoice and commodities agree, the invoice is at once placed on file. There are many 
methods of doing this. Sometimes the invoices are placed in a book which resembles a scrap-book. 
Sometimes they are kept in a mechanical clamp. Sometimes they are folded, marked with important 
minutes, as when due, amount, and discount, and enclosed in rubber bands. Some book-keepers have 
separate tills, pockets, or envelopes for each month in the year. This method makes it comparatively 
easy to find the bills which must be paid during any month. Where it is a rule to pay all bills due in 
any month on a stated day of the month, this is a very convenient way. In the following exercises, 
the invoices are supposed to be numbered in the order of their receipt, and filed in any convenient 
way. As each one is numbered, and before it is filed, its number, amount, terms, etc., are entered in 
the Invoice Register. 

The Invoioe Begister shows a number of important facts : when invoices were received, when they 
become due, the amount of purchases, and the amount of discounts. Its form is seen on pages 52, 53. 

The terms on which goods are sold are indicated on the invoice. 1/10 means '^one per cent dis- 
count if paid within ten days " ; 10/30 means " ten per cent discount if paid within thirty days '' ; etc. 

THE CASH BOOK. 

Goods are sold for cash or on account. Accounts are usually paid weekly or monthly ; but some 
may run for a longer time. When goods are sold for cash, the money is put in the cash drawer, and 
a little slip of paper, with the amount of the sale written upon it is placed in a box or on a spindle. 
The amount of money received during the day for cash sales should equal the sum of the amounts 
written on the slips.^ 

Gash received on account is put in the cash drawer, and its amount immediately entered on the 
debit side of the Cash Book in the '^ account " column. Expenses of every kind are paid in cash from 
the drawer, or by check on the bank with which the proprietor keeps a deposit, and recorded on the 
credit side of the Cash Book. At the close of business the money in the drawer is counted, and to 
its sum is added the amount on deposit in the bank. This gives the total cash on hand. 

1 Errors in the amounts written on the slips, the loss of a slip, or a mistake in making change, will cause disagree 
ment between the actaal amount received and the amount recorded on the slips. 
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To find the amount of cash received for sales, the book-keeper proceeds as follows : He adds the 
amount of cash on hand at the beginning of the day's business to the amount received during the day 
from all sources except cash sales. From this amount he takes the amount of cash paid out during 
the day. This shows how much would have been on hand if there had been no cash sales. Subtract- 
ing this remainder from the amount which he finds on hand, he has the actual amount received for 
cash sales during the day, and enters it accordingly on the debit side of the Cash Book. 

Some book-keepers keep the money received for sales in separate cash drawers. In such cases, 
the cash received for sales is counted by itself. 

Other book-keepers regard cash received on account as cash received for sales, and put it into the 
drawer with a cash slip, at the same time crediting the person from whom it has been received in a 
Day Book or Ledger. 

When cash transactions are few, the Cash Book should be proved every day, and balanced only so 
often as is convenient. 

THE SALES BOOK (A). 

Goods sold on account are entered at once in the Sales Book. 

The amount of sales, both for cash and on account, is recorded in the Sales Book at the close of 
business each day. 

This Sales Book is posted daily, or as often as is convenient. 

THE SALES BOOK (B). 

Another method of keeping the Sales Book, practised by book-keepers because of its economy of 
time and labor, is as follows : When articles are sold on account, their prices are at once entered in tiie 
first money columns. If they are paid for during the month, they are marked " paid," and a slip for 
the amount is deposited with the cash slips. At the close of the month items not paid are carried to 
the second money columns and posted. When this method is employed, space for principal customers 
may be reserved on various pages, and only the total charges for the month posted to each individual's 
account. 

THE CHECK BOOK. 

Cash is deposited in a bank for safety and for convenience in paying bills. It is drawn out by 
orders on the bank called checks. Blank checks are bought in bookd of one hundred or more, and 
filled out and removed as needed. 

At the left of each blank check is a space for recording the principal facts connected with it ; it-s 
amount, date, payee, etc. In the adjoining money columns a record is kept of all money deposited in 
the bank, and all money withdrawn. 

The slip which contains the memoranda remains when the check is torn out. It is called the 
" stub." The general form of a Check Book is seen on page 68. 

THE LEDGER. 

In this form, accounts are opened in the Ledger with all regular customers who buy on account, 
and with all jobbers of whom we buy on account. The accounts with the jobbers may be omitted if 
desired, and the Invoice Eegister relied on for a knowledge of our transactions with them. Accounts 
with customers who buy infrequently, or whose accounts are open for a short time only, are often 
kept in a separate book called the " Petty Ledger." 

QUESTIONS. 

Why are various forms of book-keeping used ? To what business is the form illustrated in this chapter par- 
ticularly adapted ? Does it give a complete and accurate record of the business done ? How do retailers of dry 
and fancy goods buy their merchandise? What is sent with the merchandise? What is done on the receipt of 
the goods and the invoice ? If errors are made in the invoice, what is done ? What is the first method of filing 
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iavoices? the second? the third? the fourth? In the exercise given in the text-book how are the invoices 
numbered and filed? What is an Invoice Register? What entries are made in it, and when? What does it 
show? Describe its form. When goods are sold for cash, where is the money received put? What is the 
cash-slip? What is done with it? With what should the amount of cash received for sales agree? What errors 
are likely to occur ? What is done with cash received on account ? What entry is made ? Where is a record 
made of cash paid out? What beside money is used in paying bills? When the money is counted at night, 
how do we ascertain the amount which has been received for sales during the day ? How is it entered in the 
Cash Book ? How do some book-keepers keep the money received for sales ? How do some regard cash received 
on account? When may the Cash Book not be balanced every day? When it is not balanced, what should be 
done? For what is the Sales Book used? What is recorded in it? Show how the total sales for each day is 
recorded in the Sales Book. When is the Sales Book posted ? 

Second Method. 

Describe in full the second method of keeping the Sales Book. What advantages has it? what disad- 
vantages? How often is it posted? When goods bought in any month are paid for before the end of the 
month, what is done? What method for abbreviating the labor of posting is described? If the Sales Book is 
posted once a month, how often may the record of the " total sales " be made ? Why is cash deposited in a bank ? 
How is it withdrawn ? What is a Check Book? Describe its form. How is the amount of money on deposit at 
any time shown in the Check Book? What accounts may be omitted from the Ledger? Why ? What is a Petty 
Ledger V For what is it used ? 

EXERCISE 8. 

The following memoranda illustrate the business of Peter C. Bolton, dealer in dry and fancy 
goods, Wakefield, Mass. : — 

Jan. 1, 1890. Cash in First National Bank, $326.25; cash in the drawer, $47.25. 

The Invoice Register shows the following unpaid bills : — 



Amount. 

$37.52, 
46.05, 
21.37, 
61.40, 
37.55, 



Payee. 

Shepard, NorweU & Co., 
Shepard, NorweU & Co., 
Walker, Stetson, Sawyer Co., 
Jackson, Mandell & DanieU, 
Coleman, Mead & Co., 



Date. 



Terms. 



against customers : — 

A. B. Clark, 

D. Cochrane, 
F. 0. Landon, 

E. E. Devoll, 

F. M. Leavitt, 
L. W. Merriam, 

The following bills were paid in cash : — 

2>. Cochrane, 

E. E. Devoll, 

F. M. Leavitt, 

On this day sold on % to S. A. Miles, 1 yd. flannel, 25^ ; 2 yds. do. @ 20^ ; f yd. lace @ 25^ ; 
^ yd. do. @ 20^. To J. H. Russell, 1 yd. cambric, 7^ ; 7 yds. cotton @ 5^ ; 3 yds. silesia @ 18^. To 
L. W. Merriam, 4 yds. cotton @ 10^ ; 1 pattern, 2b^. To F. M. Leavitt, 1 pr. gloves, 38^ ; 1 bottle 
cologne, 25^; 1^ yds. hamburg @ 12^^. To E. E. Devoll, 2 pr. hose @ 25^, 4 yds. lace (cu, 35^, 2 
vests @ 25^. To F. 0. Landon, 2 vests @ 30^, 5 yds. lace @ 25^. Paid S., N. & Co.'s bill of Dec. 26, 
less discount. Cash on hand at close of business, $ 437.63. 



Dec, 15, 1889, 


5/30. 


Dec. 26, 1889, 


1/10. 


Dec. 26, 1889, 


5/30. 


Dec. 30, 1889, 


5/30. 


Dec. 24, 1889, 


5/30. 


these jobbers, and the 


following b{ 


f 3.62. 




21.42. 




39.27. 




21.21. 




26.42. 




91.21. 




$21.42. 




21.21. 




26.42. 
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Jan. 2. Charged the following : To D. Cochrane, 1 tie, 37^ ; 1 yd. cotton, 5^. To A. B. Clark, 
1 spool basting cotton, 5^; 2 bones @ lli^; 1 yd. cambric, 12^. To F. M. Leavitt, 1 pr. sleeve but- 
tons, 50^ 5 1 pattern, 35^. To S. A. Miles, 1^ doz. buttons @ 25p. To J. H. Kussell, 1 pr. hose, 50^. 
To L. W. Merriam, 1 pr. hose supporters, 25^. Bought of Coleman, Mead & Co., invoice of goods, 
$ 91.25 on 1/10. Cash on hand at close of business, $ 488.84 

Jan. 3. Charges : A, B. Clark, elastic, 5^ ; trimming, 19^. D. Cochrane, 3 yds. crash @ 10^. 
F. 0. Landon, 1 belt, 25f ; 3 bones @ 12/^. Drew out for personal use, $ 20. Cash on hand at close 
of business, $ 530.21. 

Jan. 4. Charges : E. E. DevoU, 8 yds. silk braid @ 10^ ; 1 yd. cambric, 8^. F. M. Leavitt, 8 yds. 
cotton @ 12^; i yd. linen @ 50^. L. W. Merriam, 1 net, 5^; 1| doz. buttons @ 18^; 2 yds. cotton 
@ 9^. J. H. Russell, remnant of cambric, 13^ ; 1 collar, 10^ ; 1 pr. gloves, $ 1. S. A. MUes, 1 pat- 
tern, 25^; H doz. buttons @ 25^. E. E. DevoU, 1 pc. braid, 6^; 1 pattern, 30^. Paid for services 
this week, Henry Paul, $ 9 ; Annie C. Rand, 9 5. Drew out for personal use, $ 15. Cash on hand at 
close of business, $ 592.61. 

Jan. 6. Charges : F. 0. Landon, 1 spool twist, 5^; 2 spools silk @ 9^. D. Cochrane, 1 shirt, $1. 
A. B. Clark, 1 skirt, $ 1 ; 1 collar, 25^ ; 6 yds. crinoline ^ 12^^. S. A. Miles, 6 spools silk @ 9^, 
4 spools twist @ 5^. Bought of Jackson, Mandell & Daniell, invoice of goods, 5/30, 9 56,25. Paid 
for advertising, $ 15. Cash on hand at close of business, $ 622.63. 

Jan. 7. Charges : F. 0. Landon, 10 yds. cambric @ 6^, 2 yds. silesia @ 22^, 8 bones @ 12^^. 

E. E. Devoll, 1 pattern, 25^. Cash on hand at close of business, $ 653.88. 

Jan. 8. Charges: L. W. Merriam, 6 pes. tape @ 5^, 4 towels @ 25^; yam and needles, 8^. 
J. H. Russell, 1 pr. mittens, 25^ ; 2 yds. cotton @ 5^. S. A. Miles, 4 towels @ 25^. Cash on hand 
at close of business, $ 695.17. 

Jan. 9. Charges : A. B. Clark, 1 tie and pin, $ 1.50 ; 1 shirt, $ 1 ; 3 prs. hose @ 25^ ; 3 collars 
@ 25^; 1 pr. cuffs, 25^. D. Cochrane, 3 yds. flannel @ 20^. Cash on hand at close of business, 
$ 757.58. 

Jan. 10. Charges : F. 0. Landon, 1 pr. blankets, $ 2.50 ; 4 comforters @ 92. E. E. Devoll, 
3 prs. hose @ 30^, 6 yds. cotton @ 5^. Paid C, M. & Co.'s bill due Jan. 12, $91.25, less 1%. Cash 
on hand at close of business, $ 722.08. 

Jan. 11. Charges : F. M. Leavitt, 6 towels @ 25 ; 1 spool thread, 5^ ; 4 yds. cambric @ 7^ ; 

1 mirror, 75^. L. W. Merriam, 2J yds. alpaca @ 20^ ; 2^ yds. veiling @ 21^ ; 1 pr. gloves, 40^. 
Paid clerk-hire, Henry Paul, $ 9 ; Annie C. Rand, $ 5. Cash at close of business, $ 760. 

Jan. 13. Charges : J. H. Russell, 2 yds. flannel @ 20^, i yd. silesia @ 12f^. S. A. Miles, 
J yd. flannel @ 75^, 1^ yds. insertion @ 20^. Drew out for personal use, $ 10. Cash at close of 
business, $831.42. 

Jan. 14. Charges : A. B. Clark, 1 pr. gloves, 45f^ ; 2 yds. flannel @ 60^ ; 2 prs. drawers @ 50^. 
D. Cochrane, 1 pr. gloves, 50^ ; 1^ doz. buttons @ 37^^ ; 1 yd. cotton, 5^ ; 2 prs. drawers @ 50^. 
Paid S., N. & Co.'s bill due this day, less 5% discount. Cash on hand at close of business, $839.51. 

Jan. 15. Charges : F. 0. Landon, 2 yds. flannel @ 60^, 2 spools silk @ lOf^, 2 spools twist @ 5/^. 

2 sticks braid @ 7^. E. E. Devoll, 1 yd. ruching, 50^ ; 1 pr. hose, 50^. Cash on hand at close of 
this day's business, $ 850.37. 

Jan. 16. Charges : F. M. Leavitt, 1 table cover, $3 ; 14 yds. cambric @ 12 Jf^; 2 prs. hose @ 35^. 
L. W. Merriam, 4 comforters @ $ 2.25. J. H. Russell, 2 yds. crinoline @ 12)^^. Cash on hand at close 
of business, $ 870.97. 

Jan 17. Charges : S. A. Miles, 2 yds. flannel @ 50^, 3 spools cotton @ 5p. F. M. Leavitt, 1 pr. 
gloves, $1.25. F. 0. Landon paid cash on %, $40. Cash on hand at close of business, $960.27. 

Jan. 18. Charges : E. E. Devoll, f yd. elastic @ 10^ ; 1 pc. yam, 3^ ; 1^ yds. lace @ 10^. 

F. 0. Landon, 2 doz. buttons @ 3^ ; 3 yds. cambric @ 7ff. Paid clerks in cash, Henry Paul, $ 9 ; Annie 
C. Rand, $ 5. Cash on hand at close of business, $ 1000.22. 

Jan. 20. Charges : D. Cochrane, 1 J yds. lace @ 37^^ ; 1 comb, 15^. A. B. Clark, 1 pr. mittens, 
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25^. Paid Hunt & Babson, express bill for December, $ 3.75. Bought of Walker, Stetson, Sawyer Co. 
at 5/10, invoice mdse., $ 141.37. Drew out for personal use, $ 15. Cash on hand at close of business, 
$ 1021.46. 

Jan. 21. Charges : S. A. Miles, 1 pattern, 37^ ; 2 shirts @ 37^^ ; 1 pr. drawers, $ 1. J. H. 
Russell, 1 spool silk, 10^ ; IJ yds. insertion @ 20^. Paid rent for last quarter of 1889, $ 150. L. W. 
Merriam paid cash on %, $100. Paid C, M. & Co.'s bill for $37.55 less discount. Cash on hand at 
close of business, $ 1010.21. » 

Jan. 22. Charges : L. W. Merriam, 1 pc. linen, $2] 2 prs. hose @ 25j^. F. M. Leavitt, 10 yds. 
print @ 6^. Cash on hand at close of business, $ 1041.56. 

Jan. 23. Charges : F. M. Leavitt, 3 yds. cambric @ 7^; 1 pc. braid, 7^. E. E. DevoU, 2 shirts 
@ 75^. F. 0. Landon, 2 doz. buttons @ 18^. Paid Walker, Stetson, Sawyer Co. bill of 20th inst. 
Discount, 5%. Cash on hand at close of business, $ 935.21. 

Jan. 24. Charges : D. Cochrane, 1 pattern, 35|i^; 3 yds. cambric @ 7^. A. B. Clark, 1-J-yds. lace 
@ 10^, 2 doz. buttons @ 22^. Paid W., 8., S. Co.'s bill for $21.37, less discount. Cash on hand at 
close of business, $960.02. 

Jan. 25. Charges: S. A. Miles, 1 tie, ^f\ 1 pattern, 37^; 1 spool silk, 8^. J. H. Russell, 2\ 
yds. torchon lace @ 11;^, 1 spool twist, 5^. A. B. Clark paid $10 on %. Drew out for personal use, 
$ 25. Cash on hand at close of business, $ 980.37. 

Jan. 27. Charges : L. W. Merriam, J yd. canvas @ 20^, 2 yds. crinoline @ 14)^. F. M. Leavitt, 
2 bones @ \2^^ ; 1 vest, 38)i^. L. W. Merriam, 1 tie, 75^. Cash on hand at close of business, $ 1015.62. 

Jan. 28. Charges : A. B. Clark, 1 pattern, 15^ ; 1 pr. gloves, $ 1 ; 1 paper pins, 6^. D. Cochrane, 

1 yd. cambric, 5^; 2 yds. cotton @ 5^. F. 0. Landon, 3 yds. crinoline @ 14^; 1 sheet wadding, 5^; 

2 sticks twist @ hi. Paid J., M. & D.'s bill for $ 61.40, less discount. Cash on hand at close of busi- 
ness, $ 976.21. 

Jan. 29. Charges : E. E. Devoll, 1^ yds. silesia @ 18^ ; 1 pr. hose, 25^ ; 2^ yds. crinoline @ 10^. 
F. M. Leavitt,- 1 pr. gloves, 38^; 3 doz. buttons @ Zl\^. Cash on hand at close of business, $1020.14. 

Jan. 30. Charges: L. W. Merriam, 12 sheets @ 90/^; 1 pr. hose, 37^. J. H. Russell, 1 paper 
needles, 5^; 1 net, 50^; 1 veil, If. Cash on hand at close of business, $1076.21. 

Jan. 31. Charges : S. A. Miles, 3 collars @ 20^; 1 pr. hose, 25^; 10 yds. cotton @ lOf^. A. B. 
Clark, 1 pr. gloves, 38^ j 1 comb, 26^ | 1 net, 60^. D. Cochrane, 1 spool twist, 5^; 6 yds. cotton @ 
8^. Drew out for personal use, $ 25. Gash on hand at close of business, $ 1131.42. 

The following pages illustrate the Sales Book and Cash Book as they appear at the close of the 
second day's transactions. The Ledger and Invoice Register are given entire. The pupil should com- 
plete the Sales Book and Cash Book, and post them, comparing his results with those shown in the 
text-book. If the teacher desires, he may require the pupil to re-write the Sales Book in the form 
designated as << B." 



so 



BUSINESS BOOK-KEEPING. 



Jan, 2 



55 



55 



57 



57 



54 



54 



56 



56 



57 



Sales Book. Exercise 8. 

Wakefieldy Mass., Jan. 1, 1890. 



S. A. Miles 

1 yd. Flannel 

2 yds. Flannel @ 20^ 
f yd. Lace @ 25^ 

^ yd. Lace @ 20 f 

J. H. Russell 
1 yd. Cambric 
7 yds. Cotton @ 54 

3 yds. Silesia @ 18^ 

L. W. Merriam 

4 yds. CoUon @ lOf 
1 Pattern 



F. M. Leavitt 
1 pr. Gloves 

1 bottle Cologne 

H yds. Hamburg @ 12^^ 

E. E. Devoll 

2 prs. Hose @ 25 f 

4 yds. Lace @ 35^ 
2 Vests @ 25^ 

F. 0. Landon 

2 Vests @ 30^ 

5 yds. Lace @ 254 

Total credit sales 
Total cash sales 



D. Cochrane 
1 Tie 
1 yd. Cotton 

A. B. Clark 

1 spool Basting Cotton 

2 Boms @ liy 
1 yd. Cambric 



F. M. Leavitt 

1 pr. Sleeve Buttons 
1 Pattern 



Amount Forward 



25 

40 
09 
10 



07 
35 
54 



40 
25 



38 
25 
19 



50 
1 40 
50 



! 60 



40 



25 



52 
67 



37 

05 



05 
23 
12 



50 
35 



84 



96 



65 



82 



2 40 



1 85 



48, 19 



42 



40 



85 



67 



FOBM 111. 



61 



Wakefield^ Mass., Jan. 2, 1890. 



1 

1 


Amount forward 

S. A. Miles 
55 H dm. BuUons @ 25^ 


1 1 

1 

1 


1 


1 


1 
1 

! 

1 


1 

i  

1 




J. H. Russell 
55 ' i pr. Hose 


1 

1 
1 




L. W. Merriam 
57 1 pr. Hose Supporters 


1 




Total credit sales 
Total cash sales 


'1 ^ 
51\ 


80 
21 

1 



1 67 



38 



50 



25 



54\ 01 



52 



BUSINESS BOOK-KEEPING. 



Cash Book. Exercise 8. 
Cash. 



Dr. 



1890 


1 




Jan. 1 




Balance 


" 1 


56 


D. Cochrane 


" 1 


54 


-K. E, Devoll 


« 1 


57 


F. M, LeaviU 


« 1 




Sales 


Jan. 2 


1 

1 


Balance 

Sales 



Jan, 3 



Balance 



1 

 




373 


50 


21 


42 




21 


21 






26 42 


69^ 05 


' 1 


40 67 






483 22 




437 63 


1 




51 21 


1 

1 1 


488 \ 84 


1 

1 


i 


488 

1 


84 



Invoice Register, 





Ho. 


Payee. 


TermB. 

5/30 


J)ati 
Dec, 


i 

15 


Amomn. 


1 

39 


Shepard, Norwell & Co. 


37 


62 


40 


Coleman, Mead & Co. 


5/30 


I a 


24 , 


37 


55 


' 41 


Shepardf Norwell & Co, 


1/10 


u 


26 


46 


05 


42 


Walker^ Stetson^ Sawyer Co, 


5/30 


i( 


26 


21 37 


43 


Jacksony MandeU & DanieU 


5/30 


: • (( 


30 


6V 40 












; 


aoa 


89 




44 


Coleman^ Mead & Co, 


1/10 


Jan. 


2 


91 25 


45 


Jackson y MandeU & DanieU 


5/30 


(( 


6 


56 25 




46 


Walker, Stetson ^ Sawyer Co, 


1 

i 
\ 


it 

1 

i 


20 

1 

; 
1 


141 


37 



The Invoice Register as shown above is an important book, and though often omitted, it fully 
pays for the labor of keeping it. The author recommends that it always be kept. It gives much 
valuable information, and exhibits many important results. A single glance shows what bills are due 



FORM in. 



63 



1890 
Jan. 1 



Jan. 2 \ 



Cash Book. Exebcisb 8, 



Cash 



Or. 



57 SJiepard, Norwdl & Co. 

Balance 



Balance 



45 1 59 



45 59 

437 03 



483 22 

-L^8 I b'4 

I 

I 

488 84 



Duet 



J. 

' 14 

I 23 

I 25 

25 

29 

\'^ 
19 



Invoice Register. 



F. M. A. 



J. 



J. A. ' 8. 0. I H. D. BiBoonnt. 



Cash. 



Paid. 



1 


88 


35 


64 


Jan. 


14 


1 


88 , 


35 

1 


67] 




20 




46 


45^ 


69 




1 


1 


07 


20 


30 




24 


3 


07 


58 


33 




28 


8 


38 


195 


S3 . 








91 


90 


34 




10 



8 48 132 89 



(t 



23 



in any month, and what remain unpaid. Monthly footings show the amount of purchases, discounts, 
and payments for the month. 



54 



BUSINESS BOOK^KEEP'ING. 



Dr. 



1890 
Jan. 1 



3 
6 

7 
10 
15 
18 
23 
28 



U I 



Balance 

Mdse. 

Mdse. 

Mdse. 

Mdse. 

Mdse. 

Mdse. 

Mdse. 

Mdse. 

Mdse. 



50 



Ledger. Exercise 8. 
F. O. Landon. 



39 1 27 



2 

10 

1 



85 
61 
23 
04 
50 
64 
27 
36 
57 



Feb. 1 I Balance 



57 34 
17 34 



1890 
Jan. 17 

Jan. 31 



Cash 

Balance 



Or. 



40 00 

17 :u 



57 34 



Dr. 

1890 
Jan. 1 



Balance 



it 



u 



7 
10 
15 
18 
23 
29 



Mdse. 
Mdse. 
Mdse. 
Mdse. 
Mdse. 
Mdse. 
Mdse. 
Mdse. 
Mdse. 



Feb. 1 Balance 



E. E. Devoll. 



8 62 



8 62 





21 


21 


50 


2 


40 ' 
88 
36 
23 




1 


20 


1 


1 


00 
26 


1 


1 


50 

77 , 



1890 
Jan. 1 



Cash 



./'If). .7/ I J>(il(/ui\< 



52 



_ I 



Cr. 



21 21 

1^ . fi'j 



8 62 



Dr. 



1890 
Jan. 23 Cash & DiscH 

« 24 Cash & DiscH 



Walker, Stetson, Sawyer Co. 





1889 




141 37 


Dec, 26 
1890 


Mdse. 


21 37 


Jan. 20 


Mdse. 


162 74 







Cr. 



21 37 

141 37 
162 74 



FORM III. 



OO 



Dr. 



1890 


1 


Jan, 1 


1 Mdse. 


" 2 


, Jfcte€. 


" 4 


Mdse, 


" 6 


Mdse. 


" 8 


Mdse. 


" 13 


Mdse. 


" 17 


• Mdae. 


« 21 


Mdse. 


« 25 


, 3fcis€. 


« 5i 


i Mdse. 



_1 



i^e6. i Balance 



»< 



5(? 

5i 



S. A. Miles. 



1 
2 



t 



84 
8 
63 
74 
00 
81 
15 
12 
95 
85 



10 47 
10 47 



1890 ' 

Jan. 31 ! Balance 



Or. 



10 47 



10 47 



Dr. 

1890 
Jan. 1 
" 2 



4 
8 
13 
16 
21 
'' 25 
« 30 



a 
u 
(( 

Si 



Mdse. 
Mdse. 
Mdse. 
Mdse. 
Mdse. 
Mdse. 
Mdse. 
Mdse. 
Mdse. 



50 
51 



Feb. 1 Balance 



J. H. Russell. 



Or. 



96 
50 
23 
35 
46 
24 
35 
30 
_,6-2 

5 01 



I 1890 



Balance 



5 (a 



5 01 



5 \01 



Dr. 

1890 
Jan. 28 



Cash & DiscH 



Jackson, Mandell & Daniell. 



61 40 



-I 



1889 




Dec. 30 Mdse. 




1890 




Jan. 6 Mdse. 





Or. 



61 40 



56 25 



66 



BUSUfESS BOOK-KEEPiyO. 



Dr. 






A 


.. B. Clark. 






a 


r. 


1890 






1 


;% 


1890 


' 


Jan. 1 


Balance 




; . 3 


62 


Jan. 25 


Cash 10 


00 


« 2 


Mdse. 


50 


40 


Jan. 81 


Balance 


; 6 

1 


:i4 


" 3 


Mdse. 


I 




24 












" 6 


Mdse. 


1 

1 


2 


00 










« 9 


Mdse. 


1 


4 25 






• 


« 14 


Mdse. \ 2 65 








" 20 


Mdse, 1 25 






t 


" 24 


Mdse. 


59 






1 




« 28 


Mdse. 


1 21 












" 31 


Mdse. , 1 

1 _^_^^— ^^ 


13 






M 






. , ._..^e 


34 






16 34 


Feb. 1 


Bounce 




6 


34 




i 









Dr. 



1890 
Jan. 1 



Balance 



i( 


2 


Mdse. 


u 


3 


Mdse. 


u 


6 


, Mdse. 


(C 


9 


\ Mdse. 


£i 


14 


Mdse. 


d( 


20 


Mdse. 


4( 


24 


Mdse. 


<l 


28 


Mdse. 


(t 


31 


; Mdse. 



D. Cochrane. 



Feb. 1 I Balance 



1 


1 
1 


1890 




21 42 ! 


Jan. 1 


50 ' 


42 
30 ' 

1 00 
60 

2 11 
71 
56 
15 

\53 

e 38 


Jan. :n 


— 


6 .?,<? 





Cash 

BdUincc 



52 



Or. 



21 42 






6 38 



Dr. 



Coleman, Mead & Co. 



Or. 



1 

1890 








1889 






Jan. 10 


Ca^h & Disc^t 


91 25 


Dec. 24 


Mdse. 1 




 


1 




1890 




i* 21 


Cash & DiscH 


, 37 


55 


Jan, 2 


Mdse. 






1- 


! 12.9 


SO 






1 

_ 



37 55 

91 25 

128 '■ 80 



FORM III. 



67 



Dr. 



F. M. Leavitt. 



Cr. 



1890 


1 


ii 

1 


1 


1 1890 


Jan. 1 


JBaZanee 


50 1 


26 42 


Jan. 1 


« 1 


82 


1 tln})^ 3L 


" 2 


Mdse, 


50 


85  




" 4 


Mdse. 




1 25 , 


^ 


" 11 


Mdse. 


1 


2 58 




" 16 


Mdse, 


i, 


5.45 


 


" 17 


Mdse. 




1 25 \ 




" 22 


Mdse. 


1 
1 


60 , 


\ 


« 25 


Mdse. 


1 


28 


1 


" 27 


\ Mdse. 




63 ' 




" 29 


Mdse. 

1 




1 51 

\ 


1 



Feh. 1 Bcdance 



15 22 
15 22 



Cash 



52 



26 42 



ir> , 2-2 



15 22 



Dr. 



1890 1 






Jan. 1 ' 


Balance 




« 1 

1 


Mdse, 


50 


" ^ ' 


Mdse. 


51 


« 4 


Mdse. 




" ^ 


Mdse. 




" ii 


Mdse. 




" 16 


Mdse. 




*' 22 


Mdse. 




" 27 


Mdse. 




" 27 

1 


Mdse. 




" 30 


Mdse. 





L. W. Merriam. 



Feh. 1 



Balance 



91. 21 
65 
25 
50 
38 
37 
00 
50 
43 
75 
17 



1 
1 
9 
2 



11 



119 21 



1890 
Jan. 21 



Cash 



ffan. 31 I 1j( dance 



Cr. 



100 00 

10 21 



119, 21 



19 21 



Dr. 

1890 
Jan. 1 
u 24 



Shepard, Norwell & Co. 



Cash & Disc^t 53 
Ca^sh & Disc^t 





1 

1 


1889 


I 


53 


46 05 

1 


Dec. 15 


Mdse 




37 52 ' 

1 1 


" 26 


Mdse. 




83 57 ' 


m 





Or. 



37 52 
46 05 

83 \ 57 



58 



BUSINESS BOOK-KEEPING, 



NO GOODS TO BE RETURNED. 



Cy/m. Crenel yV. 



CLAIMS MUST BE MADE 
WITHIN TEN DAYS. 



NO EXCHANGE ALLOWED. 





accC'-yv^ 



od/a^ i/ez^yi.. (Pj yS^^O. 




^ 
tz 



Se/ie/c^^ cMciJ^d. 






BOUGHT OF 




U€/(^d^{2</t^ (J^a^nyf^/^:// (0^ 




a^€e 




PAYABLE ONLY 
IN N.Y. OR BOSTON FUNDS. 



Terms Cash. 



SUMMER AND CHAUNCY STREETS. 



320 
841 
354 
374 



2 

4 



s // 

P212 



Sold by 28 



A ditcount of ^5 p«r cent if paid within 30 days. No discount if not to paid. 



doz. Skirts 

U (t 



9 


50 


19 


12 00 


24 


15 00 


7 


11 


50 


5 
56 



00 
50 
75 



Terms 6±30^ 



GOODS SENT TO DEPOTS OR BY MAIL AT RISK OF PURCHASER. 



cJfi. OiUl J). &0 



S'S ^t^totx^^ (2^c.j ((^oJ^^a^j Uyec. SO^ ^d^S^L 




O^'l. 




ci^SejI^e/c^^ C/litzdd'. 



BOUGHT OF 

SaUs S 
Foli o /¥■ 
Sold by ^yrvUJi. 




Importers and Jobbers of Hosiery, Gloves and Underwear. 






68 

737 
1175 

135 

55 

1 



1 

i 
2 

6 

2 

2 
3 



doz. Mittens 
grs, H. B. Cotton 
doz. Collars 
pes. Ruche 
doz. Collars 
doz. Wrappers 
doz. Hose 
pes. Ribbon 



Jan. 24. 1890. 
WALKER, STETSON. SAWYER CO. 



200 

75 

18 

50 

1200 

225 

12i 

5% 



2 25 
; 67 



1 
1 
1 



50 
08 
00 



10 \ 00 
4 50 
37 



21 37 
J.\ 07 

20 \ 30 



BUSINESS FORMS. 



69 



Balance 



O 



1^ 



326 



Total 



Check No. 41 
To S., N. & Co. 



For Mdse, Amount. 



Balance 



 


Jan. 1 


$40 


«u 








Jan. 4 


100 


i^ 


Jan. 9 


200 



45 



280 



340 



Total 



520 



Check No. 42 
To a, M. & Co. 



For Mdse. Amount. 



Balance 






\$ 



90 



430 



Total 



Check No. 



To 



For 



Amount. 



25 ! 



59 



66 



66 



34 



32 



Check Book. 






(&f€iAejffce-^ Cyfh^dJ.^ ^€i'yi. y, -/J'/^. 



^ 



%\t JFirgt National 33anft 



OF WAKEFIELD. 






S^ 



€l4<i. 



ato. 



^/ 



PAYABLE THROUGH 

BOSTON ^^^^ g. Bottom. 
CLEAR INQ HOUSE. 



^7^ 



34 
100 



Eije JFirst National Banft 



OF WAKEFIELD. 






"-./■■V m^-^rs^-^ 'w --^^ 




\:i/<X^€t4d., 



a.. -^^ 



PAYABLE THROUGH 

BOSTON 
CLEARING HOUSE. 



^eZdA. &. Gcyttcyyi. 



Eije jFirst National Banft 

OF WAKEFIELD. 



y/^. 



(i/€i/u, nfa ^^M- <)k4^c^4 -a/ . 



M<^<* 



€Ud. 



c//o. 



PAYABLE THROUGH 

BOSTON 
CLEARING HOUSE. 



60 



BUSJyESS BOOK-KEEPING, 



THE ABBREVIATED LEDGER. 

Merchants whose business is small often wish to keep their accounts in the method which shall 
require the least possible labor. Such may dispense with the Sales Book and enter the items at once 
in the Ledger. Space and time may be further economized by putting debit and credit items in the 
same column, striking a balance after every change, as indicated in the following accounts. 

Here, as everywhere, double lines indicate that all above is closed. 

The footings in pencil indicate balances due at close of the month. 

The author recommends this form of Ledger as well adapted to the needs of a small business. 
It is in use by many business men, and its merits predict its wider adoption. 

One of its great advantages over the common Ledger is the ease with which it enables the mer- 
chant to make out his monthly bills ; another, is the fact that the balance is always so quickly found. 

It is the method used by many savings banks. 

Notice the use to which the page column may be put, as shown in L. W, Merriam's account. 



Describe ia full the Abbreviated Ledger, 
of Ledger? Do you see any objectious to it? 

F. M. Lea^^tt. 



QUESTIONa 

What do the double lines show ? What advantages has this form 
What ? Could it be advantageously employed in a large business f 



1890 
Jan. 1 



it 

a 
(( 
a 
« 

i6 

it 
u 
i( 
i( 
u 
n 
ti 

C( 

i( 
(( 
i( 
(( 
u 
li 
it 
« 



a 

u 
i( 
it 

2 

it 

4 

a 

11 

it 

tt 
it 

16 

it 

it 
it 

22 
23 

it 

27 

it 

29 

tt 



To Balance 
By ca^sh 



To 1 pr. Gloves 
1 hot Cologne 
H yds, Hamburg 
1 pr. Sleeve Buttons 
1 Pattern 

8 yds. Cotton @ 12^ 
i yd. Linen @ 50^ 
6 Towels @ 25^ 
1 spool Thread 
4 yds. Cambric @ 7f 
1 Mirror 

1 Table Cover 
14 yds. Cambric @12i^ 

2 pr. Hose @ 35^ 
1 pr. Gloves 
10 yds. Print @ 6^ 

3 yds. Cambric @ 7^ 

1 pc. Braid 

2 Bones @ 12^^ 
1 Vest 
1 pr. Gloves 

3 doz. Buttons @ 37\f 



a 



it 



it 



a 



it 



tt 



tt 



it 



it 



tt 



tt 



tt 



tt 



ti 



tt 



tt 



(t 



tt 



tt 



tt 



tt 



26 42 
26 42 

38 
25 
19 
50 
35 
00 
25 
50 
05 
28 
75 
00 
75 
70 
25 
60 
21 
07 
25 
38 
38 
13 

16 22 



3 

1 



L. W. Merriam. 



1890 
Jan. 



) 






- 


1 


1 


Balance 




91 


21 




' 4 CoUon 


10 




40 




Pattern 






25 


2 


Hose-supporters 






23 


4 


Net 






05 




H Buttons 


18 




27 




2 CoUon 


9 




18 


8 


6 Tape 


5 




30 




4 Towels 


25 


1 


00 




Tarn and Needles 






08 


1 


2i Alpaca 


20 




50 




2I Veiling ' 


21 




47 




Gloves ' 






40 


6 


4 Comforters 


2.2o 


9 


00 



21 Cash 

Balance 
22 1 pc. Linen 

2 Hose 
27 , i Canvas 
! 2 Crinoline 
Tie 
30 12 Sheets 
' Hose 



104 36 
100 00 



25 
20 
14 

90 



4 36 

2 00 
50 
15 
28 
I 75 
10\ 80 
37 

19 21 



The pupil should make a Ledger for Exercise 7 in the above form from the memoranda on pages 
47, 48, and 49, and compare his results with those previously obtained. 



CHAPTER V. 



PARTNERSHIP. 



When men unite in conducting a business, the business is called partnership business. The per- 
sons uniting are called partners. What each person puts into the business is called his investment. 
There is usually some agreement as to the manner in which the gains or losses shall be divided. 

Each person is to be credited with his investment at the beginning of business, with any further 
investment, and with his share of gain when found, and debited with anything withdrawn from the 
business and his share of loss when found. 

To ascertain the loss or gain which has been made, we find the difference between the net worth 
at the beginning and the net worth at the close of the period for which we are finding the gain or loss. 
For example, Jones & Smith have on hand Jan. 1, 1890, mdse. worth $3800, and $500 in cash. 
Various persons owe them $ 2000. They owe $ 1500. Their net resources, therefore, are $ 4800. On 
Feb. 1 their mdse. amounts to $ 3200, and their cash to $ 1000. Parties owe them $4000. They owe 
$ 5000. Their net worth on the first of February is, therefore, only $ 3200, and they have lost $ 1500 
during the month. 

In the following examples find the net worth at the beginning and at the close of the period, and 
the total gain or loss : — 

1. Henry Brown begins business Jan. 1, 1890, with the following assets: Mdse., $8000; cash, 
f 2000. Abel Whittier owes him on %, $ 160 ; Carl Dickens^ $ 280 ; Paul Mann, $ 390 ; Henry Clark, 
$ 500. He owes Charles Clifford on %, $ 395 ; James Jones, $ 140 ; Henry Allen on note, $ 3000. 
At the end of six months he finds his assets and liabilities to be as follows : His mdse. is now $ 6000 ; 
his cash is $1500. Charles Clifford owes him $900; Carl Dickens, $1600; Paul Mann, $300; 
George Mace, $900. He owes Wm. Whitman on % $850; Henry Allen, $2500; Charles Bennett, 
$ 1600 ; William Butler on note, $ 500. How much was gained or lost during the period ? 

The following is a good form in which to put financial statements of this sort : — 



I 



^, Assets Jan, 1, 1890. 

Cash 

Abel Whittier^ 8 account 
Carl Dickens^ s do, 
Paul Mannas do, . 
Henry ClarJc's do. 
Total resources 

Liabilities Jan, 1, 1890. 
Charles CUfford^s account 
James Joneses do. 

Henry Allen* s note 
Total liabilities 
Net worth Jan. 1, 1890 

^, Assets Feb. Ij 1890. 

Cash 

A. Whittier' s account 

Total resources 

Liabilities Feb. i, 1890. 
Henry Allen's note 
Net worth Feb. i, 1890 



— — - 




8000 


00 


2000 


00 


160 


00 


280 


00 


390 


00 


BOO 


00 



11330 ^00 



$395.00 

140.00 

3000.00 



3535 00 



7000 .00 

3000 \00 

JOOJOO 

10200 I 00 

3000 ^00 



7795 , 00 



7200 00 

50.1 no 
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BUSINESS BOOK-KEEPING. 



When the business is a partnership, the balances of the proprietors' accounts should be included 
with the liabilities, for the business owes these balances to them. The net worth of the business is 
shown by the sum of the partners' balances after the gain has been added, or the loss subtracted. 

2. Henry Allen and George Mace engage in business. April 1, 1890, Allen puts in mdse., $ 5000 ; 
cash, $1000; and the following accounts: Charles Bennett, $500; William Butler, $300. The firm 
assumes to pay for him the following debts : Frank Carter, $ 320 ; William Kingsley, $ 190. Mace 
invests $8000 cash. At the end of three months they find their assets to be as follows: Mdse., 
$3000; cash, $1800. Samuel Eice owes them on %, $1900; Nicholas Currier, $1200; William 
Goodwin on note, $ 2000 ; Frank Carter on note, $ 5000. They owe William Butler on account $ 250 ; 
Ernest Cate, $ 140. What was the net investment of each at the beginning ? What was the net gain 
or loss during the quarter ? What was the net investment of each July 1st? 

The statement may be as follows. " Old balance " means balance without loss or gain ; " new 
balance " means balance with loss or gain. 

Boston, April i, 1890. 



,^, Resources, 

Mdse, 

Cash 

Charles BeimeWs dccount 

WiUiam Butler^ s do. 

Total resources 

Liabilities. 

FranJc Carter's account 

William Kii^gsUy^s do. 

Henry AllerCs do. 

George Mace^s do. 

Total liabilities 

Net worth April 1 

July 1, 1890. 

,,, Resources. 

Mdse. 

Cash 

Samuel Rice^s amount 

Nicholas Curi'ier^s do. 

William Goodwin's note 

Frank Carto-^s do. 

Total resources 

Liabilities. 



$320.00 
190.00 I 
6290.00 ; 
8000.00 

14290.00 



William Butlei^s account 


$250.00 


Ernest Caters do. 


140.00 


Henry Attends do. 


6290.00 


George Mace's do. 


8000.00 


Total liabilities 




Net gain 




Henry Allen^s gain $110 




" " old balance $6290 




" " new balance 


6400.00 


George Mace's gain $110 




" " old balance $8000 




" " new balance 


8110.00 


Net worth July 1 


14510.00 



5000 00 

9000 00 

500 00 

300 00 



14800 



00 



14800 



00 



3000 \ 00 
1800 00 
1900 00 
1200 00 
20001 00 



5000 



14900 



00 
00 



146801 00 



220 00 



Net [lain (as nhovr) 






14290 00 



14510 

220 



00 

00 
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3. Peter Barnes and Paul Clark enter business together Jan. 1, 1890, with the agreement that 
they are to share losses and gains equally. Barnes invests cash, $ 10,000. Clark invests cash, $ 300 ; 
mdse., 1^3500; Gilbert Pierce's account, $840; John Stinson's account, $1900; George Martin's 
account, $ 1800 ; James Nutter's note, $ 1600. Feb. 1 they go out of business, as it has been unprofit- 
able. They find their assets and liabilities to be as follows : Cash, $ 3100 ; various notes receivable, 
9 4800 ; various accounts receivable, 9 9700. They owe one note of $ 1000. What was the entire 
loss ? What was each partner's share of the loss ? What is each man's share in the business ? If 
Barnes takes all of the accounts as his share of the business, how much should he pay Clark, who 
takes the cash and the notes ? 



A RETAIL GROCERY AND PROVISION STORE. 

The pupil will notice the orderly arrangement ol everything offered for Bale. Teaa, coffees, crackers, canned 
goods, etc., have each their appropriate places. Shelves are loaded to the ceiling with supplies of every kind. In the 
distance, dimly shown in the cut, is the IxMk- keeper's desk, with the cash railway leading to it On the liglit, near tbe 
centre of tbe room, is the large refrigerator where butter and cheese are kept Tbe room is heated by steam, and lifted 
by gas and electricity. 



CHAPTER VI. 
Form IV. 

We describe in this form the books used in a retail grocery and provision business. 

Groods are bought of jobbers and manufacturers, and invoices are received with all purchases. All 
that is said of invoices in Form III. applies to the invoices given in this set. 

As in the dry goods business, there is usually a discount from the face of an invoice when it is 
settled promptly, and the successful merchant must always " save his discounts.^' Frequently there 
is an additional discount for very prompt payment. A bill marked 5/30 (five per cent discount, if 
paid within thirty days) has usually six per cent discount if paid within ten days. The Invoice 
Register is therefore kept in the same manner as in Form III. 

Commodities are also bought for cash, especially from market gardeners. 

Goods are sold for cash and on account. 

Cash sales made in the store are recorded like the cash sales in Form III. The amount of the sale 
is written on a cash slip or slate at the time of the sale, and the money is put in the cash drawer. 

Many of the goods sold are delivered at the homes of the purchasers. All orders for goods to be 
thus delivered are first recorded in 

ORDER BOOKS. 

The Order Book is ruled as shown on page 72, and is about four inches wide and thirteen inches 
long. One or more of these books, is kept in the store, and the items with prices are entered as the 
order is given. If the goods are paid for when ordered, the word " Paid " is written at the left of the 
order. The various orders need to be prepared or " put up '' for delivery and marked with the name 
of the person to whom they are to be delivered. As each article is put up, a check mark is made 
in the Order Book at the left of its record. All articles that go to the same person are put in the same 
box, basket, or package. They are then placed in a delivery wagon and carried to their destination. 

Orders are taken also by salesmen who visit customers at regular intervals, usually on every 
morning. They carry an Order Book with them and make the same entry as if the order were given 
at the store. If the business is extensive, several men are required for this purpose. Usually the 
person who takes the orders puts them up and delivers them. He will therefore need an Order Book 
with him nearly all the time. As the book-keeper may need to use the Order Book at the same time 
as the salesman, it is well to have two Order Books for each " route " and two or more for the store. 
These may be used on alternate days, numbers one, three, Jive, etc., being used by the clerks on Mon- 
day, Wednesday, and Friday ; numbers two, four, six, etc., on Tuesday, Thursday, and Saturday. On 
alternate days they are in the hands of the book-keeper, who makes the charges in his Ledger directly 
from the record of the salesmen. When the business is small, the Order Books may be left with the 
book-keeper in the afternoon of each day, and only one will be required for a route and one for the 
store. Some merchants require their salesmen to copy their charges into a Day Book, and the Day 
Book only is given to the book-keeper. This method entails additional labor and increases the liabil- 
ity to error in the record. It has the advantage of requiring but one Order Book for each route. 

CASH 

is received at the counter or cashier's desk in payment for goods that are paid for when they are 
ordered, and in payment for goods sold on account. It is also received for the same purposes by the 
salesmen as they take orders or deliver goods at the residences of their customers. 
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Cash received at the counter or desk in partial or full payment of an account is placed in the cash 
drawer, and the proper entry is at once made in the Cash Book. 

Cash on account received by a salesman on his route is entered in the Order Book and in a Petty 
Cash Book which he carries with him. When he returns from his route he hands the money which 
he has collected, with his Petty Cash Book, to the book-keeper, who audits his account and makes the 
proper credits in the Ledger. The object of recording in the Order Book the cash received on the 
route is to preserve a record if the Petty Cash Book should be lost. 

Cash for goods received by a salesman on his route when the goods are delivered is entered in 
his Petty Cash Book, and the order in the Order Book is marked " Paid." The book-keeper receives 
this as a part of cash sales and makes the proper entry on a cash slip or slate. 

Cash paid to customers on the return of goods requires no record in the Cash Book. It diminishes 
the cash sales for the day. 

When merchandise is exchanged for other merchandise, and a balance in cash is paid or received, 
the money so paid is recorded as paid for merchandise, and the money so received is treated as a 
cash sale. 

When goods that have been charged to a customer are returned, the customer is credited in the 
Order Book. 

In this form, as in the preceding one, the accounts with jobbers and producers and the Invoice 
Register may be omitted. 

QUESTIONS. 

To what business is this form adapted ? How do grocers and provision dealers procure their goods ? What 
18 said of discount for prompt payment? How are the ** terms " of a bill generally expressed on an invoice? (See 
page 45.) Describe the Order Book. When goods ordered at the store are paid for at the time of the order, 
and are to be delivered by the dealer, what entry is made in the Order Book ? What mark is made when the 
goods are put up for delivery ? Why are several Order Books usually necessary ? Explain why it is often wise to 
use a different set of Order Books on alternate days. From what two books does the book-keeper make the 
charges in his Ledger? (Ans. From the Order Books and Cash Book.) From what two books does he make the 
credits in the Ledger? (Ans. From the Order Books and the Invoice Register.) What record is made of cash 
received at the counter for goods delivered at once to the customer ? of cash received at the counter on account ? 
of cash received on account by a salesman on his route ? of cash received for goods when they are delivered ? What 
is the use of the Petty Cash Book? of the record in the Sales Book of cash received on account? When goods 
are returned, what record is made? What record is made of cash paid at the residence of a customer for mdse. on 
delivery? of cash paid to customers for goods returned? What cash transaction may properly be left without 
record in the Cash Book ? What accounts may be omitted from the Ledger ? When merchandise is paid for 
partly or wholly by merchandise from the store, what only is recorded? What book may be omitted? What 
entry is made when goods are returned that have been charged to a customer ? 

Note to the Teacher. — Explain to pupils such other varieties of the Ledger, Cash' Book, and Order Book as 
the custom of dealers in your vicinity may suggest. Some merchants prefer to use a Ledger ruled like a Cash 
Book, with the entries short-extended as in the grocery bill on page 85. Some use different marks in the Sales 
Book to indicate that charges have been posted. Show what form the Order Book should have when a separate Day 
Book is used. Have the pupils write their Cash Book in several different forms, and determine what one is best. 

EXERCISE 9. 

Charles J. Sawyer was a dealer in groceries and provisions in Munson, Mass. On Jan. 1, 1890, 
he took into partnership with himself Paul C. Pratt and Henry 0. Lyman. 

Sawyer invested in the new firm store-fixtures, horses, wagons, etc., valued at $ 1500 ; his stock 
on hand, valued by appraisers at $ 2438.20 ; and accounts against customers as follows : — 







FORM IV. 




Samuel C. Tower^ 


$36A2. 


John C. Chase, 


$40.73. 


Henry Alexander^ 


21,39. 


D. A. Murdoch, 


8.29. 


J, A. Drovony 


15,49. 


James Wilson, 


31.36. 


G. W. SmUh, 


29,61. 


Wm. P. Rogers, 


92.16. 


Charles Sylvester^ 


69.37. 


L. W. Day, 


29.92. 


Martin Fletcher, 


146.26. 


W. H. Dunn, 


10.45. 


Nathaniel Coming, 


12.21. 


Peter G. Wilder, 


19.09. 


Mbaea White, 


16.20. 
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The firm agree to pay for him the following liabilities, viz. : — 

Hall & Hubbard's bill of Dec. 6, marked 10/30, for $46.39. 
Jones, Cartmright & Co.'s biU of Dec. 10, marked 5/30, for $121.62. 
BickneU, Cobb & Co.'s bill of Dec. 18, marked 5/30, for $ 76.18. 
Stevens & Bates? biU of Dec. 27, marked 1/10, for $ 91.40. 
B. C. Solomon's bUl of Dec. 29, marked 10/30, for $ 81.56. 

Pratt invests 4^2500 in oash, and Lyman \ does the same. Sawyer is to draw $125 per month; 
the other partners are to draw $ 100 each per month. They share losses and gains equally. 

Sawyer has charge of the finances of the business, and does the buying; Lyman has charge of the 
provisions ; and Pratt has charge of the groceries. 

They employ three salesmen, James T. Bissell, Edward S. Thompson, and Eugene C. Sleeper, 
and one book-keeper and cashier, Mary 0. Hanson. The salesmen have a salary of $ 15 per week, 
the book-keeper has 9 10 per week. 

They divide their regular customers into three sections, and one salesman is assigned to each 
section. The salesmen visit all their customers every morning, return to the store to put up their 
orders, and deliver the goods as soon as possible. In the afternoon they put up and deliver goods 
which have been ordered since morning, and sell to customers who come to the store for goods. 

Eight Order Books are kept: Nos. 1 and 2, for the "North End" route; Nos. 3 and 4, for the 
"South End" route; Nos. 5 and 6, for the "East Side" route; Nos. 7 and 8, for the store. Nos. 1, 
3, 5, and 7 are used on Monday, Wednesday, and Friday, and on other days are in the hands of the 
book-keeper. Nos. 2, 4, and 6 are used on Tuesday, Thursday, and Saturday, and on other days are 
in the hands of the book-keeper. Each salesman carries a petty Gash Book which he keeps in pencil, 
recording in it all his cash transactions on account of the business. 

The book-keeper has charge, under Mr. Sawyer, of the Ledger, Cash Book, Invoice Register, 
invoices, and cash, makes put bills, pays and receipts bills, makes change, and conducts a part of the 
correspondence. 

The most of the cash is kept in the First National Bank of Munson ; the remainder is kept in the 
drawer during the day, and in the safe with account books and valuable papers during the night. 

Checks are usually filled out by the book-keeper, but they are signed for the firm by Mr. Sawyer 
only. 

The following memoranda cover ten days only, and are necessarily few. They represent only a 
small part of the business, but they fully illustrate the method of recording all the transactions. 

At the close of the first week the condition of the business is shown, and the gain is foimd and 
entered in the proprietors' accounts. The student will find the gain during the second week and close 
• that into the proprietors' accounts. The gain during the second week may be found by a cai^eful 
inspection of the Ledger as given. The student should make a careful statement of assets and liabili- 
ties at the close of the second week, similar to that given for the close of the first week's business. 

In actual business, losses and gains are usually ascertained only at the close of the year. 

The Invoice Register is not shown, but should be carefully written by the pupil. 

Wednesday, Jan. 1, 1890. Deposited $4800. Paid Hall & Hubbard's bill of Dec. 5, by check. 
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Bought of Bell & Eoberts their entire stock of provisions and groceries for $ 3700. Paid by check. 
Paid cash to Henry Adams for vegetables, $31.42; to Smith and Jones for oysters, 60^. Boaght of 
John Drinkwater, 5 doz. eggs @ 18^. Gave in exchange 6 cans tomatoes @ 12^; balance in cash. 

The following orders are taken on North End route. Samuel C. Tower, 1 can baking powder, 
50^; sweet potatoes, 25^; i pk. potatoes, 13J^. Tower pays $30 on %. Henry Alexander, 1 bunch 
celery, 15^; 1 qt. milk, 8^. G. W. Smith, 2 lbs. butter @ 33^; 3 lbs. salt pork @ 10^; 2 qts. beans 
@ 10/^. Charles Sylvester, 5 lbs. sugar @ 7^^ ; 1 yeast cake, 2^ ; i lb. pulverized sugar, 12^ ; 
apples, 25^, 

The following orders are taken on the South End route. Martin Eletcher, If lbs. rump steak @ 
25^; 1 lb. soda, lOf^. Nathaniel Corning, soup beef, 15^; 1 qt. pickles, 15^; 1 can tomatoes, 12^; 
i pk. applesj^ 20/^. Moses White, 1^ lbs. lamb chop @ 25^; 10 lbs. sugar @ 7^^. John C. Chase, 1 
lb. veal steak, 25^ ; 5 lbs. squash @ 3^. D. A. Murdock, 3 pts. oysters, 60^. 

The East Side Order Book contains the following orders : James Wilson, 12 eggs, 30^. Wilson 
pays cash on %, $ 31.36. William P. Bogers, 1 gal. oil, 13 ^; 2 bars soap @ 5^; 1 lb. cheese, 16^. 
L. W. Day, 4 lbs. sugar @ 7^^; i lb. tea, 30/^^; 2 J lbs. pork steak @ 10^. W. H. Dunn, 5Jlb8. corded 
beef @ 10^. Peter G. Wilder, 1 qt. pea beans, 10^; f lb. fat pork, 8^; matches, 5^. 

Order Book No. 7, kept at the store, receives the following orders on account : Henry Alexander, 
1 pkg. white oats, 10^. J. A. Drown, ^ lb. coffee, 17^ ; 1 lb. evaporated apple, 10^ ; 1 qt. pea beans, 
10^ j 1 lb. soda crackers, 16^; 2 lbs. lard @ 10^. It also contains the following, paid for when 
ordered : A. E. Chase, 13 Forest St., 2 lbs. butter @ 33^ ; 6i lbs. corned beef @ 12^ ; turnips, 5^ ; 
sweet potatoes, 60^ ; 1 lb. salt pork, 10^ ; li lbs. ham @ 20^. H. E. Stone, 37 Webster St., 1 pk. 
Baldwin apples, 40^; 1 lb. coffee, 33/^. A. C. Cooper, 19 Maple St., 2^ lbs. mutton chop @ 25^; 8 
lbs. soup bone @ 7^. Alvin Brown, 17 Pine St., 1 pk. potatoes, 25^; 6 lbs. ham @ 16^; 6^ lbs. 
squash @ 3^; 1 yeast cake, 2^; 12 eggs, 30^; 6 lemons, 13^. 

Amount of cash on hand at close of business, $1363.73. 

Thursday, Jan, 2, 1890. Order Book No. 2 contained the following orders, etc.: Samuel C. 
Tower, 2 lbs. rice @ 6J^; 4 lbs. Indian meal @ 3^; 1 lamp chimney, 10/i^. Henry Alexander, 1 yeast 
cake, 2^; 2 lbs. prunes @ Ib^. J. A. Drown, 1 lb. lamb chop, 25|^. Charles Sylvester, 1 bg. Haxall 
flour, $ 1. Sylvester paid cash on %, % 69.37. 

Order Book No. 4 contains the following orders, etc. : Martin Fletcher, sugar, $ 1 ; pkg. rolled 
oats, 12^; 2^ lbs. butter @ 33^; 1 pkg. bird seed, 10^. Moses White, 24 oranges, 50^; beef for tea, 
10^. John C. Chase, 1 yeast cake, 2^ ; 2^ lbs. lamb for broth @ 20^ ; ^ lb. dried beef, 16^. D. A. 
Murdock, 1^ lbs. rump steak @ 2^f ; 1 gal. oil, 13^. 

Order Book No. 6 contains the following orders, etc. : James Wilson, 6 eggs, 16/^ ; 1\ lbs. steak 
@ 25^ ; 4 lbs. soup bone @ 6^. William P. Rogers paid $ 75 on %, L. W. Day, 6 lbs. sugar @ 7^^; 
1 pkg. cinnamon, 10^ ; W. H. Dunn, \ lb. tea, 30^ ; 6 eggs, 15^ ; 1 pt. milk, 4^. Peter G. Wilder, 2 
lbs. butter @ 33^; 3 lbs. salt pork @ lOf^; 2 qts. pea beans @ 10^; 5 lbs. sugar @ 7^f\ 1 yeast 
cake, 2^. 

Order Book No. 8 contains the following orders, etc. : G. W. Smith on % 2 doz. eggs at 23/, 10 
lbs. sugar @ 7^/. Moses White on %, apples, 26f ; 3 lbs. porter house steak @ 33^. Henry Home, 
39 Maple St., cash, sugar, $1; 1 lb. soda, 8/; 2 doz. eggs @ 23/. Paul C. Dombey, 18 Essex St., 
cash, 2 qts. pea beans @ 10/, 2 qts. cranberries @ 15/. Daniel C. Hooper, 326 Main St., cash, 6 lbs. 
lamb @ 16/, 2 lbs. butter @ 33/. Mrs. Cutting, 96 Harvard St., cash, 1 bbl. flour, $ 7.60. 

Bought of R. C. Solomon, 1/10, invoice of groceries, $ 140.46. Paid Stevens & Bates, by check, 
their bill of Dec. 27. Paid cash to John Sleeper for new cheese safe, $ 20. Cash on hand at close of 
business, $1429.12. 

Friday^ Jan. 3, 1890. Order Book No. 1 contains the following orders, etc. : Henry Alexander, 
1 gal. oil, 13/ ; ^ lb. dried beef, 15/. Alexander paid cash, $21.39. 

J. A. Drown, 6 lbs. squash @ 3/, IJ- lbs. rump steak @ 25/. Charles Sylvester returned the 
flour bought yesterday, and ordered 8 lbs. sugar @ 7J /; 1 doz. eggs, 30/. 
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Order Book Ko. 3 contains the following orders, etc.: Maxtin Fletcher pays $100 on %, and 
orders 1 bbl. flour, $ 7.50 ; 1 bu. potatoes, $ 1.20. John C. Chase, 1^ lbs. steak @ 25^, 5 gals, oil @ 
15^. D. A. Murdock, 1 lb. sausage, 10^ ; 4 lbs. dog meat @ 5^. 

Order Book No. 5 contains the following orders, etc. : L. W. Day, 5 lbs. butter @ 33^, 2 lbs, pul- 
verized sugar @ 12;^^. W. H. Dunn, 3^ lbs. chicken @ 20^. Dunn pays cash on %, $ 10.45. Peter G. 
Wilder, H lbs. dates @ 10^; 1 bu. apples, 9 1.50. 

Order Book No. 7 contains the following orders, etc. : William P. Bogers brings an order from 
Martin Fletcher for goods to value of 9 50. (See page 90 for the wording of this order. Such orders 
should be preserved carefully, and require two Ledger entries. Find them, and state why the record 
should be as it is.) Bogers orders on ^ 3 lbs. salt pork @ 10^; 2 qts. pea beans @ 10^; 1 yeast 
cake, 2^. H. S. Abbott, 27 Cortland St., cash, 2 lbs. steak @ 25^, 5 lbs. lard @ 12^. Henry Wood, 
26 Middle St., cash, 1 pk. Baldwin apples, 40^. 

During the day Mr. Sawyer drew $ 27 in cash for his own use, and the cashier paid a laundry 
bill of 50^ for Mr. Pratt. Cash on hand at close of business, $ 1639.67. 

Saturday, Jan. 4, 1890. Order Book No. 2 contains the following orders, etc. : S. C. Tower, 1 
bbl. flour, $7; 1^ lbs. veal steak @ 20^. Henry Alexander, slice ham, 20/i^; 1 qt. milk, 8^; 1 broom, 
30/^; ^ lb. cheese, %^. Charles Sylvester, 4 qts. onions @ 5^. G. W. Smith pays $20 on %. 

Order Book No. 4 contains the following orders, etc. : Nathaniel Coming, 1 lb. coffee, 35^ ; 1 pk. 
potatoes, 25^. Moses White, 1 yeast cake, •2^. John C. Chase, 3 lb. pail lard, 39^; 1 lb. cheese, 
16^; 1 gal. oil, 13^. D. A. Murdock pays cash on %, $8.29. 

Order Book No. 6 contains the following orders, etc. : James Wilson, 6 lbs. corned beef @ 12^ ; 
1 qt. beets, 5^ ; 5 lbs. squash @ 3^. W. P. Kogers, 1 gal. oil, 13^ ; 1 qt. molasses, 17^ ; 1 pt. maple 
syrup, 15^. L. W. Day, 1^ lbs. butter @ 33^ ; 1 lb. pork, 10^ ; 1 lb. coffee, 33^. W. H. Dunn, 1 qt. 
beans, 10^ ; 1 lb. salt pork, 10^ ; 1 can salmon, 20^^. Peter G. Wilder, 1 can coru, 15^ ; 12 oranges, 
25^ ; 12 banana, 30^ ; 1 lb. Malaga grapes, 20^. Wilder pays caah on %, $ 19.09. 

Order Book No. 8 contains the following orders, etc.: John C. Chase on %, 1 bbl. flour, $7.50. 
Peter Maney, 18 Washington St., cash, 2 cans tomatoes @ 12^ ; 1 can corn, 15^ ; 12 oranges, 26^. 

John C. Chase paid $ 25 on %-. Salesmen and book-keeper were paid their salary for the past 
four days. Cash on hand at close of business, $ 1818.67. Mdse. on hand, $ 6082.22. 

Monday, Jan. 6, 1890. Order Book No. 1 contains the following orders, etc. : Samuel C. Tower, 
1 jar raspberry jam, 26^ ; 1 can tomatoes, 12^ ; ^ lb. graham crackers, 10^. Henry Alexander, 1 can 
corn, Ib^'y 2 lbs. onions @ 6^; 1 gal. oil, 13^; 6^ lbs. beef @ 10^. Charles Sylvester, 1 lb. coffee, 
33^ ; 1 yeast cake, 2^ ; 1 doz. oranges, 35^. 

Order Book No. 3 contains the following orders, etc. : Nathaniel Corning, 2\ lbs. mutton chop @ 
25^ ; 3 lbs. steak @ 33^^ ; 1^ lbs. jwrk @ 2b^. D. A. Murdock, \ pk. potatoes, 13^ ; 3 gals, oil @ 13^. 
James Wilson, 1^ lbs. lamb chop @ 25^ ; 1 yeast cake, 2f. 

Order Book No. 5 contains the following orders, etc. : W. H. Dunn, 1 pk. potatoes, 2B^ ; 1 can 
corn, 15/^ ; 2 lbs. rump steak @ 2bf. 

Order Book No. 7 contains the following orders : L. W. Day on %, 6 lbs. squash @ 4^ ; 1 lb. but- 
ter, 33^; 1 lb. sausage, 12^. Day paid cash on %, 92b. 

Paid Jones, Cartwright & Co.'s bill of Dec. 10. Bought of Hall & Hubbard, @ 5/30, invoice of 
meats, $ 51.46. Cash on hand at close of business, $ 1803.88. 

Tuesday, Jan. 7, 1890, Order Book No. 2 contains the following orders : S. C. Tower, IJ lbs. 
corned beef @ 12^ ; 1 yeast cake, 2^ ; 1 pk. potatoes, 25^. Henry Alexander, 3 pts. pea beans, 15^ ; 
1 lb. salt pork, 10^. J. A. Drown, 1 gal. oil, 13^. G. W. Smith, IJ lbs. pork steak @ 10^ ; 1 pk. 
potatoes, 2b^. Charles Sylvester, 1 lb. coffee, 35^. 

Order Book No. 4 contains the following orders : Martin Fletcher, 1 qt. milk, 8^ ; 2 qts. apples, 
10^. N. Corning, 1 broom, 30^; ^ lb. cheese, 8^. D. A. Murdock, 4 qts. onions @ 5^; 3^ lbs. 
chicken @ 20^. 

Order Book No. 6 contains the following orders : James Wilson, 6 lbs. corned beef @ 12^ ; 1 gaL 
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oil, 13^. W. P. Rogers, J lb. pepper, 10^ ; 1 qt. vinegar, 4^. L. W. Day, soup beef, 10<^ ; 1 lb. cof- 
fee, 35^. 

Order Book No. 8 contains the following orders,, etc. : W. H. Dunn on %, 2 doz. oranges @ 25^. 
H. E. Stone, 37 Webster St., cash, 1 bbl. flour, 9 7.50. 

J. A. Drown paid cash on % If 15.49. Bought for cash 25 bu. potatoes @ 85^. Paid for adver- 
tising in Munson Mirror, $8.75. Gash on hand at close of business, 9 1885.80. 

Wednesday, Jan, 6?, 1890. Order Book No. 1 contains the following orders : J. A. Drown, 1 chim- 
ney, 10^; i lb. pepper, 10^; 1 bottle olives, 42^. G. W. Smith, 1 cake sand soap, 8^ ; 1 pkg. soapine, 
12^. 

Order Book No. 3 contains the following orders: Nathaniel Corning, 1^ lbs. ham @ 20^; 1 pk. 
Baldwin apples, 40^. Moses White, 5 lbs. soup bone @ 7/i^ ; 1 bbl. flour, 9 6.75. D. A. Murdock, 2 
cans tomatoes @ 12^; 1 can corn, 15^; 2 lbs. rump steak @ 25^; 1 doz. oranges, 25^. 

Order Book No. 5 contains the following orders : W. H. Dunn, J lb. soda crackers, 8^ ; ^ lbs. 
leg lamb @ 18)^ ; 1 doz. oranges, 25^ ; 1 qt. oysters, 60^. Peter G. Wilder, 1 can baking powder, 50^; 
1 doz. eggs, 33^. 

Order Book No. 7 contains the following orders : A. C. Cooper, 19 Maple St., cash, 1 lb. currants, 
25^; 2 lbs. mutton chop @ 25^. Alvin Brown, 17 Pine St., cash, 1 head lettuce, 10^; 1 lb. steak, 25^. 

Paid Henry Dutton cash for vegetables, 9 18.72. Paid Smith & Co. cash for oysters, 60^. Cabb 
on hand at close of business, 9 1937.95. 

Thursday, Jan. 9. 1890. Order Book No. 2 contains the following orders : Henry Alexander^ 
3j- lbs. corned beef @ 12^; 1 doz. eggs, 25^. J. A. Drown, 5 lbs. sugar @ 7^^; 1 can cocoa, 35^. 
G. W. Smith, H lbs. lamb chop @ 25^. 

Order Book No. 4 contains the following orders : Martin Fletcher, 1 pk. salt, 15^; 1 lb. coffee, liS^; 
1 yeast cake, 2^. Nathaniel Corning, f lb. ham, 15^ ; 2^ lbs. lamb chop @ 25^. Moses White, 1 pk. 
potatoes, 25/^; 1 doz. oranges, 35f^. John C. Chase, 1 pkg. starch, 10^; piece meat for stew, 10/^; 1 can 
com, 15^. D. A. Murdock, 1^ lbs. butter @ 33^; 1 lb. cheese, 16^. 

Order Book No. 6 contains the following orders : James Wilson, 3 lemons, 5^ ; 1 pt. milk, 4^ ; ^ 
bu. potatoes, 45^. W. H. Dunn, 1 doz. eggs, 35^; Peter G. Wilder, 1^ lbs. salt pork @ 10^; i lb. 
cream of tartar, 15^. 

Order Book No. 8 contains the following order : Charles P. Greaton, 37 Mulberry St., cash, 1 lb. 
macaroni, 15^ ; 10 lbs. sugar @ 7 J^. 

Cash on hand at close of business, 9 2018.26. 

Friday, Jan. 10, 1890. Order Book No. 1 contains the following orders : G. W. Smith, 1 pk. 
potatoes, 25^ ; 1 can corn, 15^ ; 2 lbs. rump steak @ 25. Charles Sylvester, 6 lbs. squash @ 4^; 1 lb. 
butter, 33^. 

Order Book No. 3 contains the following orders, etc. : Nathaniel Coming, 3 gals, oil @ 13^ ; 1 
loaf bread, 5^. Corning paid cash on %, 9 12.21. Moses White, 1 doz. oranges, 25^ ; 1 pkg. rolled 
oats, 12^. White paid cash on %, $16.20. 

Order Book No. 5 contains the following orders : James Wilson, 3 lbs. butter @ 35^, 1 doz. eggs, 
40^. W. P. Kogers, 2 lbs. steak @ 25^; 1 yeast cake, 2^. L. W. Day, 1 pt. oysters, 30f^; 1 lb. 
crackers, 12^. W. H. Dunn, 1 pk. potatoes, 25 ; 1 lb. salt pork, 10^. 

Order Book No. 7 contains the following order : A. C. Cooper, 19 Maple St., cash, 1 bu. potatoes, 
85^. 

Paid P. C. Brown cash for a loaf of bread, 5^. Paid Smith & Co. for 1 pt. oysters, 30^. Cash on 
hand at close of business, 9 2109.37. 

Saturday, Jan. 11, 1890. Order Book No. 2 contains the following orders : S. C. Tower, 1 can 
salmon, 20^ ; 2 lbs. butter @ 33^. Henry Alexander, 1 qt. milk, 8^ ; 6 eggs, 13^ ; 1 bag flour, 9 1-00 ; 
J. A. Drown, 3J lbs. squash @ 4^; f lb. cheese, 10^. G. W. Smith, 1 lb. coffee, 33/^; i bu. potatoes, 
45^. 

Order Book No. 4 contains the following orders : Henry McAdam, 13 Webster St., 1^ lbs. mutton 
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chop @ 25f, C.O.D. Martin Fletcher, 1^ lbs. pork steak @ 12^. John C. Chase, 2 cakes soap @ 7^ ; 
dog meaty 5^. 

Ord&r Book No. 6 contains the following orders : James Wilson, 7 lbs. corned beef @ 10^; 1 can 
corn, 15/^; 1^ lbs. stMk @ 25)^. Wm. P. Rogers, 3 lemons, 5^] 1 yeast cake, 2^; 1 doz. oranges, 35^. 

Order Book No. 8 contains the following orders : L. W. Day, 1 bbl. flour, $7.50. Henry Ander- 
son, 18 Adams St., cash, 1 bbl. flour, $6.75. 

Paid weekly salary to book-keeper and salesmen, and Brown & Go.'s express bill for 9 10.42. 
Cash on hand at close of business, 9 2165.31. Mdae. on hand, 9 5950.18. 



For convenience, pages of two Order Books will be exhibited on one page of the text-book. 
In the Debit Ledger, the second line of each month's record is reserved for cash paid in full for 
the balance due at the first of the month. 

Services are estimated on the basis of twenty-seven working days in the month of January, 1890. 
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BUSINESS BOOK-KEEPING. 



Order Book No. 1. 



Order Book No. 2. 





Jan. i, 1890. 








. 


Jan. 2, 1890. 






81 V 
y/ 


S. C. Towei- 
can B. Powder 
Sweet Potatoes 
ipk. Potatoes 

Cr. 

Cash 




50 
25 
13 


81 

82 

80 

81 
76 

81 
82 

81 
76 


y/ 


S. C. Tower 
2 Bice 
4 Ind. Meal 
Lamp Chim. 




10 
12 
10 


76 

82 y/ 

y/ 


80 


V 
y} 


H. Alexander 
Yst. Cake 
2 Prunes 


02 


H, Alexander 
bch. Celery 
qt. Milk 


30 


08 

1 


J. A. Drown i 
1 L. Chop 


25 




•> Tiy CV •iT. 






V 


1 


80 y/ 

V 
y/ 


G. Tv. Smith 

2 Butter 

3 S. Pork 
2 Beans 


66 
30 
20 


y/ 

V 

V 
V 


C Sylvester 
bg. Hax. Flour 

Cr 


1\00 


81 V 
V 
V 
y/ 

82 y/ 

y/ 
76 

80 y/ 


1 , _ 




KJI. 


1 1 

1 C Sylvester 

5 Sugar 

Yst, Cake 
1 1 Pul Sugar ' 
" Apples 

Jan. 3 

Heniy Alexander 
1 Oil 
i D. Beef 

Cr. 

Cash 


1 

21 


38 
02 
12 
25 

13 
15 

39 


Cash 

-—- Jan. 4 - 

S. C. Tower 
bbl. Flour 
1^ V. Steak 

H. Alexander 
slice Ham 
qt. Milk 
Broom 
^ Cheese 


69 37 

7 00 
30 

1 

20 
08 
30 
08 




C. Sylvester 
4 qts. Onions 




J. A. Disown 
6 Squash 


'■ 18 




20 


y/ 


li E. Steak 


1 


38 




O. W. Smith, Cr. 
Cash 


1 


81 V 
81 V 


Charles Sylvester 
8 Sugar 
12 Eggs 


20 


00 


> 


60 
30 










Li. 

bg. Flour 


1 


00 
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Order Book No. 3, 

Jan, i, 1890. 



80 



81 



76 



80 



M, Fletcher 
81 V \ li B. Steak 
y/ 1 Soda 



V 

V 
V 

V 



N. Coming 
Soup Beef 
qt. Pickles 
can TonuUoea 
^pk. Apples 



I M. White 
80 V \ li L. Chops 
V 10 Sugar 



J. C. Chase 
80 V 1 Veal Steak 
y/ I 5 Squash 



\ D. A. Murdock 
80 V Spts, Oysters 

- — Jan, 3 - 



V 



Martin Fletcher 
bbl. Flour 
hu. Potatoes 



Cr. 



Cash 



J, C Chase 
80 y/^ H Steak 
y/ 1 5 Oil 



D, A. Murdock 
y/ ' 1 Sausage 
y/ 4 Dog Meat 



44 
10 



15 
15 
12 
20 



38 

75 



25 
15 



60 



7 50 
1 ^20 



100 00 



38 
75 



10 
20 



Order Book No. 4 
Jan, 2, 1890, 



81 



80 



80 



80 



80 



80 



76 



M. Fletcher 
y/ Sugar 
y/ pkg. R, Oats 
y/ I 2^ Butter 
y/ pkg. Bird Seed 






M, WhUe 
24 Oranges 
Beef for Tea 



, J, C. Chase 

V Yst, Cake 

V ' ^i Lamb far Broth 

V I iD, Beef 



I' 






80 V 



D. A, Murdock 
H R. Steak 
1 Oil 

Jan. 4 — 

N. Coming 
1 Coffee 



y/ I pk. Potatoes 



M. White 
Yst. Cake 



V 



J. C. Chase 
3 pail Lard 
1 Cheese 
gal. OH 



D. A. Murdock^ Cr. 
Ca^h 



00 
12 
83 
10 



50 
10 



02 
50 
15 



^38 
13 



35 
 25 



02 



39 
16 
13 



I 



8 29 
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BUSIJ^ESS BOOK-KEEPING, 



Order Book No. 6. 

Jan, 1, 1890. 



Order Book No.. 6. 

Jan. 2, 1890. 



James Wilson 
82 y/\ 12 Eggs 



Cr. 



81 



82 



81 



82 



Cash 



82 y/ 



W. P. Rogers 

1 OU 

2 Soap 
1 Cheese 



L. W. Day 
y/ 4 Sugar 
V i Tea 
y/ ; 2i Fork Steak 



i W. H. Dunn 
SI V Bi C, Beef 






Peter G. Wilder 
1 Pea Beans 
i Fat Pork 
Matches 

Jan, 3 — 



V 
V 



L. W, Day 
5 Butter 
2 Pal. Sugar 



61 V 



76 V 



TFl H. Dunn 
3i Chicken 

Cr. 

Cash 






i Dates 
bu. Apples 



Peter G. Wilder 



30 



31 36 



13 
10 
16 



30 
30 
25 



55 



10 
08 
05 



1 65 
24 



70 



10 45 



15 
1 50 



82 



76 



81 



81 



82 



82 



82 



81 



V 



J. Wilson 
6 Eggs 
1^ Steak 
4 Soup Bone 

W. P: Rogers, Cr. 
Cash 



L, W, Day 
y/ 5 Sugar 
y/ pkg. Cinnamon 






y/ 



W. H. Dunn 
i Tea 
6 Eggs 
pt. Milk 



P. G. Wilder 

2 Butter 

3 S, Pork 
2 P, Beans 
5 Sugar 
Yst. Cake 

Jan, 4 






J, Wilson 

6 C, Beef 
, qt. Beets 
5 Squash 



</ 
y/ 



81 y/ 



y/ 

y/ 
y/ 



L. W, Day 

li BuUer 



W, H. Dunn 
qt. Beans 
1 S. Pork 
can Salmon 



W, P. Rogers 
1 OU 

qt. Molasses 
pt. M. Syrup 



15 
38 
20 



75 00 



38 
10 



30 
15 
04 



66 
30 
20 
38 
02 



72 
05 
15 



13 
17 
15 



50 



10 
10 
20 
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Order Book No. 7. 

Jan. i, 1890. 



Order Book No. 8. 

Jan. 2, 1890. 



! Henry Alexander 
82 y/ \ Ipkg. W. Oats 

J. A. Drown 

80 y/ i Coffee 

V 1 Evap. Apples 
y/ IP. Beans 
y/ 1 Soda Crack. 

y/ 2 Lard 

I- 

\ A. E. Chase 

I 13 Forrest 

Paid y/ 2 Butter 

y/ \ 6iC. Beef 

y/ Turnips 

y/ S. Potatoes 

y/ \ IS. Pork 

y/ li Bam 

I A. G. Stone 
I 37 Webster 

Paid y/ 1 pk. B. Apples 

y/ , 1 Coffee 

1 

A. C. Cooper 
19 Maple 
Paid y/ 2i M. Chop 
y/ 8 Soup Bone 

I A Brown 
17 Pine 
Paid y/ 1 pk. Potatoes 
y/ 6 Ham 
y/ ' 6i Squash 
y/ Yst. Cake 
y/ 12 Eggs 
y/ i 6 Lemons 

._ _. Jan. 3 

82 ' W. P. Rogers, Or. 
Order from 

81 M. Fletcher 



10 



17 
10 
10 
16 
20 



66 
75 
06 
50 
10 
25 



40 
33 



63 
56 



25 
90 
20 
02 
30 
13 



60 i 00 



I Q. W. Smith 
80 y/ 24 Eggs 
y/ I 10 Sugar 



80 



Paid 



Paid 



Paid 



Paid 






80 y/ 



. M. White 
y/ Apples 
V I 3 P.H. Steak 



Henry Homer 
39 Maple 
Sugar 
1 Soda 
24 Eggs 



P. O Domhey 
18 Essex 

V ' 2 P. Beans 

V I 2 Cranberries 

D. 0. Hooper 
I 326 Main 

V 1 6 Lard 

V 2 Butter 



Mrs. Cutting 
96 Harvard 
bhl. Flour 

Jan. 4 



J. 0. Chase 
bbl. Flour 



Peter Maney 
i 18 Washington 

Paid y/ 2 cans Tomatoes 
V ' can Com 
V I 12 Oranges 



46 
76 



25 
99 



00 
08 
46 



20 
30 



96 
66 



7\50 



7 50 



24 
15 
25 
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Cash. 



Dr. 



1890 




1 


Jan. 1 


78 


Paul C. Pratt, investment 


i( i( . 


78 


Henry 0. Lyman, investment 


it (( 


82 


James Wilson on % 


<« u 


81 


S. C. Tower on % 


t( u 




Sales 



Jan. 


2 




Balance 


(( 


it 


82 


W. P. Bogers on % 


it 


it 


81 


C. Sylvester on % 


it 


it 

3 




Sales 


Jan. 


Balance 


a 


it 


82 


H. Alexander on % 


it 


it 


81 


M. Fletcher on % 


it 


it 


81 


W. H. Dunn on % 


it 


it 




Sales 


Jan. 


4 




Balance 


a 


it 


80 


G. W. Smith on % 


it 


it 


80 


D. A. Murdoch on % 


it 


it 


82 


P. G. Wilder on % 


it 


it 


80 


J. C. Chase on % 


it 


it 




, Sales 



2500 

2500 

31 

30 



ii 



21 

100 

10 



00 
00 
36 
00 



75 
69 



00 
37 



39 
00 
45 



20 ! 00 



8 


29 


19 


09 


25 


00 







5061 36 
76 \32 

i_ _ 

5137 j 68 

1363 1 75 

144 \37 
31 51 

1539 61 
1429 12 



131 84 
106 21 

17 



1 667 
1639 



67 



72 \38 
143 29 



Jan. 6 



Balance 



1855 34 
1818 ' 67 
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Cash. 



Cr. 



1890 
Jan. 1 



li 


tt 


(t 


iC 


(( 


u 


a 


ti 


(.' 


1 



Jan. 2 



- ,9 



79 Hall & Hubbard on % 

Bell A Roberts for stock of goods 
Henry Adams for vegetables 
I Smith & Jones for oysters 

' John DrinTcwaterj balance on eggs 

1 BdhiHi.'e 



79 Stephens & Bates 07i % 
I John Sleeper for cheese safe 

BuI'ilH'*' 



Jan. 3 78 C. J. Sawyer, private % 

a u js P. C. Pratt, laundry biU 

liiiJdKce 



Jan. 4 



u 
tt 



a 
a 
u 

4 



J. T. Bissdl, services 
E. S. Thompson, services 
E. C. Sleeper, services 
Mary 0. Hanson, services 



, 41 


75 


41 75 


1 


1 3700 00 


' 




31 42 


' 


' 60 






28 






1 /*>/"•> "" •) 


1 


5137 68 


I 90 49 


90 49 




1' 20 00 


1 


1 14L>!l I -J 


! 

1 


I 1 

'' 1539 61 


27 


00 


i' 


' 50 


27 50 






liVJil 1,7 

1 


1 


1 _ 
1667 17 


1 


10 00 


1 


10 00 






10 00 




' 6 67 


1 




ISIS In 


1 




1865 84 



78 



BUaiNESS BOOK-KEEPINO. 



Stock Ledger. 



Dr. 



Charles J. Sawter. 



Or. 



1890 










1890 




' 


Jan. 1 


Accounts 




417 


15 


Jan, 1 


Store & Fixes 


1500 00 


" 3 


Cash 


77 


27 


00 


U ii 


Mdse. 


2438 20 


" 4 


Bdlunce 




4 1 /:>• 

1 


sf> 


ti a 

" 4 


Accounts 
Services 


678 96 
18 52 










1 


ti (( 


Oain 1 


22 34 

1 








4558 


01 






4568 01 












Jan. 6 


Balance 


4113 86 



Dr. 



1890 

Jan. 8 Cash 



t 



]iitJ((nce 



Paul C. Pratt. 



77 





1890 




, 60 


Jan. 1 


Cash 


i>j.sv; ra 


a 4 


Services 




ii a 


Gain 


2637 14 







Jan. 6 BalancB 



76 



Or. 



2600 


00 


14 


81 


22 


33 


2637 


14 


2636 


64 



Dr. 

I sua 
Jo It. 4 



J<n,. II 



B(il(nn'p 



IJ((f(riice 






Henry O. Lyman. 



Or. 



1 




1890 








1^7.77 


If 


Jan. 1 


Cash 


76 


2600 00 






« 4 


Services 




14 81 


1 


1 


•' 4 


Oain 




22 33 


2637 


14 i 

1 








2637 14 


■jinc 


.-j/ 


Jan. 6 


Balance 




2637 14 






« Ii 


Services 




22 22 






U i( 

1 


Gain 




67 18 


2616 


64 


1 






2616 64 






Jan. 18 


Balance 


1 1 


2616 64 
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79 



Dr. 



Credit Ledger. 
Hall & Hubbard. 



1890 I 

Jan.l Cash&Dis&t ! 77 



46 39 



1890 

Jan, 1 ' Balance 



801 



Or. 



46 39 



Dr. 



Jones, Cartwright & Co. 



1890 
Jan, 1 



Balance 



Or. 



340 i 121 62 



Dr. 



BicKNELL, Cobb & Co. 



1890 

Jan.^1 



Balance 



321 



0-. 



76 18 



Dr. 

1890 
Jan. 2 



Stevens & Bates. 



Caeh A Die^t 77 



91 40 



1890 
Jan. 1 



Balance 



3S6 



Or. 



91 \40 



Dr. 



R. C. Solomon. 

! i 1890 

Jan. 1 
I . " 2 



Balance 
Mdse. 



Or. 



296 



81 56 
140 46 



80 



B USINES8 JSOOK-KEEPiyO. 











Debit Ledge 


;k. 














John C. 


Chasb. 








1890 


D. A. 


MURDOCK. 

• 







1890 




















Jan. 1 


' Balance 




296 


40 


73 


Jan. 


i 


Balance 




147 


8 


29 












i 


It 


4 


Cash 


76 


8 


29 


« 1 

*' 2 


1 F. Steak 
6 Squa^ 
1 Tst. Cake 








25 
15 
02 

1 


« 


1 
2 


3 pts. Oysters 
li Steak 

1 oa 






60 
38 
13 


" 3 


2i Lamb Broth 
i D. Beef 
1^ Steak 




9 


50 

15 

'38 


M 


8 


1 Sausage 
4 Dog Meat 








10 
20 




5 Oil 








75 

1 














a 4 


3 pail Lard 
1 Cheese 
1 Oil 
bbl. Flour 




1 
1 

1 
1 


7 
51 


39 

,16 

13 

60 

111 


1 


• 




1 
1 

1 




1 

I 
1 

1 


a 4 


Cash 




76 


25 


00 

















26 11 



Nathaniel Corning. 



Moses White. 



1890 

Jan, 1 Balance 



i( 



Soup Beef 
qt. Pickles 
can Tomatoes 
ipk. Apples 
1 Coffee 
pk. Potatoes 



176 12 21 



15 
15 
12 
20 
35 
25 



a 



II 



1890 

Jan, 1 Balance 



it 



li L. Chop 

10 Sugar 

24 Oranges 

Beef for Tea 

Apples 

3 P, H, Steak 

Tst, Cake 



206 16 20 

I 88 

75 
50 
10 
25 
99 
02 



J. A. Drown. 



G. W. Smith. 



1890 

Jan. 1 Balance 



" 1 


i Coffee 




1 Evap, Apple 




1 P, Beans 




1 Soda Crackei'S 




2 Lard 


ic 2 


1 L. Cliops 


" 3 


6 Squash 




li H. Steak 



246 16 49 



17 
10 
10 
16 
20 
25 
18 
38 



1890 
Jan. 1 Balance 



a 



ti 



2 BuUer 

3 S, Pork 

2 qts. Beans 
24 Eggs 
10 Sugar 



« 4 Cash 



192 29 61 







66 






30 






20 






46 






75 




31 


98 


76 


20 


00 




11 


98 
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8- 




Chart.er Sylvester. 








Martin Fletcher. 






1890 






1 






1890 \ 




1 


1 




Jan, 1 


Balance 




291 


69 


S7 


Jan. 1 , 


Balaiux 


192 


146 


26 


" 2 


Cash 


1 


76 


69 


37 


1 






1 




Jan. 1 


5 Sugar 
Tst, Cake 


1 


' 




38 
02 


1 


li B. Steak 
1 Soda 




1 


44 
10 




1 P. Sugar 


 






12 


« 2 


Sugar 


1 


2 


00 




Apples 


1 

• 


1 




25 




B. Oats 


1 


1 


12 


« 2 


bg. H, Flour 






1 


00 ; 




2i Butter 


1 




83, 


" 3 


8 Sugar 


1 

1 


1 




60 




Bird Seed 




1 


10 




12 Eggs 








30 


" *, 


bbl Flour 


1 


7 


50 










2 


67 


) 


bu. Potatoes 


« 


1 


20 




bg, H. Flour 






1 


1 

00 






1 


157 


55 




Balance 






1 


67 


"3 


Cash 


76 

1 


100 


00 


" 4 


4 qts. Onions 


1 


1 




20 

1 

1 


Jan. 3 1 


Balance 
Order favor of 
W. P. Rogers 




57 

50 


55 
00 




T.. W. 


Day. 








• 


W. H. Dunn. 






1890 










' 


1890 










Jan, 1 


Balance 


1 


146 

1 


29 


92 


Jan. 1 
" 3 


Balance 
Cash 


281 
76 


10 
10 


45 
45 


" 1 


4 Sugar 

^Tea 

2i P. Steak 


1 
1 






30 
30 
25 


Jan. 1 
« 2 


5^ C. Beef 
i Tea 
6 Eggs 






55 
30 
15 


" 2 


5 Sugar 

pkg. Cinnamon 


1 






38 
10 


« 3 


pt. Milk 
3i Chicken 


,. 




04 
70 


" 3 


5 Butter 
2 P. Sugar 






1 


65 
24 


it 4 


qt. Beans 
1 S. Pork 


\ 




10 
10 


u 4 


1^ Butter 








50 ' 




Can Salmx)n 






20 




Samuel C 


. Tower. 

















1890 




1 1 




1 

1 


Jan. 1 


Balance 


189 


36 


42 

ll 1 


" 1 


Bak. Powder 
S. Potatoes 


1 




'' 1 

50 
25 1 




ipk. Potatoes 


' 


37 


13 
30 1 




Cash 


76 


30 


00 , 




Balance 


1 


7 


30 ' 


Jan. 2 


2 Rice 
4 I. Meal 
Chimney 


1 
1 




10 

12 • 
10 


« 4 


bbl Flour 
ii F. Steak 




7 


00 \ 1 
30 
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James Wilson. 



William P. Rogers. 



1890 






i 


1890 


< 


1 


Jan. 1 


Balance 


314 


31 


36 


Jan, 1 Balance 


187 


92 16 


" 1 


Cash 


. 76 


3L 


36 


f 
1 


i 




Jan. 1 


12 Eggs 




■30 


« J 


1 oa 




.13 


« 2 


6 Eggs 




IB 


2 Soap 




10 




H Steak 




38 


1 


1 Cheese 




16 




4 Soup Bone 






20 




« 


1 


92 55 


« 4 


6 a Beef 




1 


72 




Cash 


76 


75 00 




qt. Beets 




\0B 










5 Sqiuish 




1 


IB 


Balance 




17 55 

1 








1 




Cr. 




' 












Jan. 3 


M. Fletcher^s Order 




50 00 








' 


Balance 


1 


17 55 








, 




1 Dne SSl>.4o\ 




' 








' 




Jan. 3 3 S. Pork 




30 




1 




; 


' 2 P. Beans 




20 










Tst. Cake 




02 


1 








( 


''4 1 oa 




13 




 


1 


1 


1 


 


qt. Molasses 


i 


17 



Peter G. Wilder. 



Henry Alexander. 



1890 










1890 










Jan. 1 


Balance 


96 


19 


09 


Jan. 1 ' 


Balance 


321 


21 


39 


.. 4 


Cash 


. 76 

1 


19 


09 


" 3 


Cash 


76 


21 


39 


Jan. 1 


1 P. Beans 

iPork 

Matches 


1 




10 
08 
05 


Jan. 1 

1 


Celery 

qt. Milk 

pkg. E. W. Oats 


1 




15 
08 
10 


a 2 


2 Butter 






^^ i 


" 2 


Tst. Cake 






02 




3 S. Pork 






30 




2 Prunes 




' 


30 




2 P. Beans 






20 


" 3 


1 Oil 


1 

1 




13 




5 Sugar 






38 




i D. Beef 






15 




Tst Cake 






02 


« 4 


slice Ham 






20 


" 3 


1^ Dates 


1 

1 


 


15 




qt. Milk 






08 




hu. Apples 




1 


50 




Broom 


1 




80 


a 4 


can Com 
12 Oranges 
12 Bananas 
1 M. Ghrapes 




1 


15 
25 
30 
20 


1 

; 


^ Cheese 


1 


1 


08 
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Condition op Businb»8, 

Jan. 4, 1890. 



Assets. 

S. C. Tower's account 

Henry Alexander's " 

J. A. Drown^s 

G. W. SmUh's 

Charles Sylvester^s 

Martin Fletcher^s 

Nathaniel Coming's 

Moses WhUe^s 

John C. Chasers 

D. A. Murdock's 

James Wilson^s 

L. W. Day's 

W. H. Dunn's 

Peter O. Wilder' s 

Cash 

Fixtures^ etc. 

Mdse. 

Liabilities. 



« 



t( 



ti 



it 



a 



u 



u 



u 



a 



u 



a 



it 



Wm. P. Boger^s 
Chas. J. Sawyer^ s 
Paul C. PraU's 
Henry 0. Lyman's 
Jones, Oartvyright & CoJs 
BickneUy Cobb & Co.'s 
B. C. Solomon's 
Bent and taxes, one week 
Xot ijabi 



account 



it 



a 



it 



it 



it 



{open) 
{open) 
{open) 



II 



14 \92 

1 I 69 

17 I 03 

11 98 

1 ! 87 

107 I 55 

13 43 

19 19 

26 11 

1 41 

l\ 95 

34 07 

2^ 14 



4 

1818 
1500 
6082 



34 
67 
00 
22 



31 48 

409l\ 52 

25141 31 

2514 81 

121^ 62 

76 18 

222 02 

19 53 



9658 47 



67 



00 



9658 47 
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Condition of 


' Business, 












Jan. 11, 


1890, 








Assets. 




% 


1 

1 




1 




8. C. Tower's account 




, i6' : ^7 i 


I 
1 






Henry AleosaTider^s " 




4 


77 ' 


1 

1 






J. A. Drown' s " 




i 5 : 25 








G. W. SmUh's " 




i4 54 

1 1 


1 






Charles Sylvestei^s " 




5 49 


' 






Martin Fletcher's " 




108 


41 




1 Nathaniel Coming's " 




5 


48 


, 


Moses WhUe's " 




11 


06 

1 


John C. Chase's « 




26 


66 . 




D. A. Murdoch? s « 




4 


63 






; James Wilson's " 




6 


42 






; L. W. Day's " 




18 


13 




W. H. Dunn's « 




5 98 




Peter 0. Wader's " 


• 


' 6 [46 1 


1 
t 


Cash 




2165 1 31 


1 


: Fixtures, etc. 




1500 i 00 




1 Mdse, 




6950 18 9860 53 


1 
< 1 Liabilities, 




1 

1 


1 


1 

1 TFm. P. Rogers's account 




30 40 






Chas, J. Sawyer's " 


(cZoaed) 


4198 


83 




1 


Paul a Praxes " 


(cZosed) 


2616 


04 


1 


Henry 0. Lyman's " 


(closed) 


2616 


54 


1 


//a7/ A Hubbard's « 




51 

1 


46 

1 




JBicAmeW, Co6& * (7o.'« " 




' 76 18 






i?. C. Solomon's " 




222 


02 

1 




^n^ and ^oxes, two weeks 




39 ' 06 1 9860 , 63 


1 


\ 




1 


1 


1 







BILL-HEADS. 



85 




ez 



Omi. ySAen/€J. 



BOUGHT OF 




dej&e^, C^iddS., C^Juc/-/, ^<^fO. 




o-i-^ei'J^y 



Dealers in Groceries and Provisions. 

119 Wayland Avenue. 






#^ 



/ Sir ^i/zAj^^'^ 






/ 



^r 



/' ZO 

I 
 SO 

,sr 

t 



7f 




m.i. 






IN ACCOUNT WITH 





Carpenter, Contractor, Builder, and Dealer in Rough and Dressed Luinl>er 




CZ^U^ 



36^ 







fr 



'if'' 








9 
/ 



/ 




&iy 



(?ai:<6^ '>^fa^ ^f, /rfo 
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/J 



/£> 
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CHAPTER VII. 

CHECKS. NOTES, AND DRAFTS. 
F^ix of Check. 
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Note. — Tha acceptance is often made with black ink. 

NOTES. 
A note is a written promise to pay a definite sum of money absolutely and at all events to s 
person named in the document, or to his order, or to bearer. 
The following is a common form : — 

No. 1. 




The person who promises to pay is called the maker; the person to whom the maker promises 
to pay is called the payee. 

Ifotes vary in form according to the nature of the promise. The following are some of the other 
forms which may be nsed : — 

No. 2. 
Individual Note. Not Negotiable. 

No. 3. 
Individual Note. Negotiable. 

^/06i§d Qoatxyyi, UUm.., (Zpv. 22, /S^O. 

^■Jt d^'nta/nxi J 'pi/yyyvl^t to 'pciy Jo-k-iv ^x/yuyyv, (yb h-ta^UA,, o-m 
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No. 4. 
Individual Note, Negotiable. 

S^iAxy "yyuyyi^^ ciptd^ dat^ J JQA/yyyiM^ to poAf to- Jakm^ ^u>iAyyb, ot 

HtoviAf ofwitJv. 

No. 5. 
Joifd Note. Negotiable. 

^toot/if dciyoy fuyyyu da^ w^ finxyyyuC'aiyb to pcuif to tA& cyuC&v of jak'kv 
Guyuyyv, cut tAt ^Ivot cA^cutUyyiaL ^a/K£ of Bcysitcyyu, (yn^ k/wndA^ aloe 
a/yui j§d doltcii/^, v<d/iAy^ ^u^^eA/uuC, 

fftnvbj of'myvtk. 

No. 6. 
JoifkJt and Several Note. Negotiable. 

^/06Jlo ^ad/yyi, Tncu^^., COp^v. 22, /S(jO. 

to pcuu Jcyh/yv Buyi^yyu, cyu auUA/, om^ kit^nxiuyd aloe a/yuL j§d dottciva, 

No. 7. 

Interest-bearing Note. Negotiable. 

f/06§§6 BaotaTb, CO/dA.. 22, IScjO. 

^1% ofuyyctlv^ cifteyV dcit& J pi/ymlo^ to pcij to tA^ (yuUoy of Jakm^ 
^w-uyyo, o'}t& A/UyTuOb&d Qytoo and j§d djolLcuwy, wd/u^ us&outd, wvtA in^ 
t&htat fuyyyu dwtt. 

It will be seen that these notes differ in various ways ; but they all may be classed under two 
general heads, — negotiable notes and non-negotiable notes. A negotiable note is one which may be 
sold or transferred to some person other than the original payee, so that this other shall hare the 
legal title to the note and may collect it in his own name. A non-negotiable note cannot be so sold 
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and can be collected only in the name of the person who is named as payee in the body of the note. 
Negotiable notes are commonly of two kinds, one written to "bearer" (see note No. 3), and the 
other " to the order of," (see note No. 5), or " or order "^ (see note No. 4). 

Notes payable to bearer can be collected by any holder in his own name. Notes payable to 
order can be collected by any person to whom legal title has been transferred by indorsement. 
This is accomplished by the payee (or other person to whom the payee has indorsed) writing his name 
upon their back. If he writes only his name, it is called indorsing " in blank," and the note can 
then be collected by any holder in his own name, for it then becomes the same as a note payable to 
bearer. If before his name he writes the name of some other person with the direction that the note 
be paid to him, or to his order, it can be collected only by that person (or in that person's name), or 
by some other person to whom he has ordered it paid by further indorsement. This method of 
indorsing is called indorsing " in full." 

Note No. 2 is pay^^ble only to John Brown. No. 3 is payable to the bearer. No. 4 is the same 
in legal effect as No. 1. No. 5 is called a joint note; that is, its signers are unitedly and collectively 
liable for the payment of the note. No. 6 is a joint and several note; that is, its signers are, at the 
option of the holder of the note, liable for the payment of the note unitedly and collectively, or 
individually and separately. 

The date of payment is called the day of maturity. This, in the absence of express stipulation 
or special legal enactment, is the third day after the time specified in the note, unless the note is 
payable on demand. 

The three additional days are called " days of grace." When the last day of grace falls on a 
Sunday or a legal holiday, the note is due the day before; if that too shoiild be a Sunday or a legal 
holiday, it is due the day before such day. A note payable on demand has no days of grace. A 
note specifying no time of payment is payable on demand. 

Note No. 7 differs from the others in that it bears interest from date. A note silent as to 
interest, bears the legal rate of interest from the day of maturity ; or, if the note is payable on 
demand, it bears the legal rate of interest from the day when payment is demanded. 

According to the best authorities, a note to be negotiable must conform to all of the following 
requisites : first, it must contain a promise^ not a mere acknowledgment of indebtedness ; second, it 
must promise the payment of money ; third, the sum must be expressed and definite ; fourth, the 
parties to it must be certain; [thus, a note reading "Either I, A B, or else C D, will pay, etc.," and 
signed by both, cannot be negotiable, for it is uncertain which one shall pay ; but the payee need 
not be named ; for example, it may be payable to bearer;] fifth, the note must be payable at a 
time certain to come, though not necessarily ascertainable at the time of making ; [thus, if payable 
"on demand" or "at sight" it may be negotiable;] sixth, it must be payable without any condition 
or contingency ; and seventh, it must contain words which show an intention to make it negotiable, 
the usual words being either "order" or "bearer." 

When a note which is negotiable is transferred by indorsement, the indorser makes himself 
responsible for its payment, provided the holder presents the ftote to the maker at maturity and 
demands payment, and provided that, upon the failure of the maker then to pay, he promptly sends 
notice to the indorser of such failure to pay. This is called "sending notice of dishonor." The 
indorser may avoid this responsibility by writing the words " without recourse " before his name. 
When the note is payable on demand, this presentment and demand must be made within a 
reasonable time after the note is made. Some States have laws limiting this time to sixty days. 

A note in the hands of the original payee cannot be collected unless the maker received a 
consideration for it, that is, unless it represents a debt or was given for value ; but if it has been 
negotiated before maturity to a person who paid value for it, the maker must pay it even though he 
received no consideration, and even though it was obtained from him by fraud, unless the person to 
whom it was negotiated has notice of the fraud. 
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DRAFTS. 

A draft is an unconditional written order by one person to another for the payment of a certain 
sum of money to a certain person or to his order or to bearer, absolutely and at all events. As in a 
note, the payee may be named, or the draft may be payable to the bearer, or it may be payable to 
the order of the payee. A draft may be negotiable if it contains words showing that the drawer 
intended it to be so. The person who gives the order is called the drawer. The person who is 
directed to pay is called the drawee. ' The person to whom the draft orders the money to be paid is 
called the payee. The following is a common form : — 

I>raft. Payahle at Sight. 

at ^AxfMy, fuuy to- t/t& avdjoh af ^fKhiLi^^ L. W-Alp^f^, oovb kntii- 
dxzd jlfty-a^ioc cLottcu'i^, i>cd/iib us&wtd, and ^fuuiMt to- miv amo^imt. 

J 

When a draft has been presented to the drawee before maturity, he may thereupon agree to pay 
the money as directed, or he may refuse to do so. In the former case, he usually writes across the 
face of the draft the word, " Accepted,'' the date, and his name. In the latter case, the draft is said 
to be " dishonored," and notice of such dishonor must be sent at once to the drawer and indorsers or 
they will be discharged from obligation to pay it. 

An accepted draft is called an acceptance, and is practically tlie note of the drawee, payable 
according to the face of the draft. As in the case of notes, in the absence of express stipulation 
or special legal enactment, three days of grace are allowed unless the draft is payable on demand. 
A draft payable "at sight" is payable at the end of the three days of grace after presentment 
for acceptance. In some States laws have been made making such paper payable on demand, that 
is, without grace. Where such laws have not been enacted, the holder must present a draft 
payable at or after sight to the drawee for acceptance within a reasonable time from the dat-e 
when it was drawn, or the drawer will be discharged. 

A draft drawn in one state or country and payable in another state or country is called a 
" foreign " draft. A draft drawn and payable in the same state or country is called an " inland " draft. 

In order to hold the drawer and indorser of a draft, it is necessary for the holder to give notice 
to them at once if the draft is dishonored. It is " dishonored " whenever, having been duly 
presented for acceptance, before maturity, or for payment on the day of maturity, the drawee 
neglects or refuses to accept or pay, as the case may be, upon the holder's demand that he do so. 
If, however, the draft is a foreign Araft, it must be protested by a notary public, and notice of this 
protest must be sent to the drawer and indorsers in order to hold them. A protest is a solemn 
declaration of a notary public that he duly presented a draft (or note) for acceptance or payment, 
and that the same was, after a due demand, refused. 

A check is practically a draft on a bank. But it differs somewhat in effect. It is always 
payable on demand after date, therefore no days of grace are allowed. If the drawer of a check 
suffers loss because of the failure of the holder to present the check promptly at the bank for 
payment, the drawer will be discharged from liability to the extent of the loss so suffered by him. 
The drawer of any other draft is, however, discharged by a failure to make due presentment and 
demand and to give notice of dishonor, if by any possibility he could suffer loss, regardless of thf 
question whether he actually suffered any loss. 



CHAPTER VIII. 

Double Entry Book-Keeping. 

definitions and general principles. 

We have considered the forms and principles of single entry book-keeping as applied to various 
kinds of business. It is now necessary for us to study the forms and principles of double entry 
book-keeping. 

The forms of double entry are used for the same transactions as the forms of single entry. The 
records of any business may be kept either by single entry or by double entry. Which method shall 
be used depends upon the taste of the book-keeper,' and the results which he wishes his books to 
exhibit. 

While there are several points of difference between the two systems, there are many points in 
which they are the same ; so that he who has a knowledge of single entry has made much progress 
in learning the methods of double entry. 

One distinguishing feature of double entry is the fact that it requires a debit entry and a credit 
entry for every transaction. The debit entry and the credit entry for every transaction are always 
equal to each other, and consequently the sum of the debit entries in the several accounts is always 
equal to the sum of the credit entries. This equality affords a ready method of testing the accuracy 
of the record. 

Another distinguishing feature of double entry is the greater number of accounts which are kept, 
and the resulting fullness with which the Ledger exhibits assets and liabilities, and losses and gains. 

Some of the accounts rarely used in single entry, and commonly used in double entry, are defined 
as follows : — 

Bills Payable includes all our written promises to pay money to others. 

Bills Breceivable includes all written promises of others to pay money to us. 

Expense includes rent, clerk-hire, etc. 

Stock represents the proprietor. 

Disconnt, or Interest, includes everything paid or received for the use of money. 

Services includes the work of hands or brains. 

Commission is one kind of service. 

Exchange represents the difference between the cost and the selling price of drafts and bills of 
exchange. 

Shipments are commodities sent away to be sold. 

Consig^nments are commodities received to be sold for others. 

Labor, Freight, and Advertising are varieties of expense. 

Loss and Gain (often called Profit and Loss) is the title of the account in which losses and gains 
are collected for the purpose of combining them. 

The underlying principle which controls all records in double entry book-keeping is as follows : 

In every business transaction something is given, and something is received ; something receives, and 

something gives. The person, property, agent, or branch of the business which receives is debtor for what 

it receioes; the person, property, agent, or branch of the business from which anything is received is ci'ed- 

iter for what is received. This principle is often tersely expressed as follows : " What comes in is 

debtor, what goes out is creditor." This statement is not strictly accurate, but it often serves as a 

convenient guide to the correct record. 

01 
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The selection of the debtor and the creditor in any transaction may be facilitated by the study 
of the following chart : — 

The Business. 



"•""" — — — > — 1 

Gains. 


Lossei. 


Oath. 


KdM. 


BealEitete. 


Kachinery 

and 
Fiztares. 


Billf 
BeoeiTable. 


Aeoonnti Beoeir- 

abl« under Vamei 

of Debtoxi . 


Billa 
Payable. 


Aooounti Pajable 
nnder Samea 
of Oreditors. 



External Factors. 



Btook, Propri- 
etor) or 
Partneri. 



Interest. 



Serrioes. 



Oommission. 



EXPENSE. 



Bent, 



Salariei, 



Labor, 



£to. 



The large rectangle represents the business divided into its principal departments. Each depart- 
ment has an account to represent it. 

The small rectangles represent some of the external factors which may have accounts. 

It will be seen that in some transactions one department of the business receives value, and 
another department gains or loses value. The department that receives value is debited, the department 
that loses value is credited. 

For example, cash is paid for merchandise. We now have less cash and more merchandise. 
Merchandise must b^ debited, and cash must be credited. We sell merchandise to A on account. 
Our merchandise has become less, our accounts receivable have become greater. We accordingly 
debit A, and credit merchandise. 

In some transactions only one department of the business is affected, receiving value from some 
external factor, or giving value to some external factor. In this case we credit or debit the external 
factor, and debit or credit the department that is affected. 

For example, we receive cash for interest. Gash is increased and therefore debited. Interest is the 
source from which the cash has been received, and so must be credited. 

When an investment is made in the business, it has come from the proprietor ; or, if there are 
more than one proprietor, from one or more of the partners. Cash, merchandise, or some other appro- 
priate department must be debited, and the proprietor (or partner) credited. Cash may be paid for 
some form of expense ; cash must be credited, and expense (under some title) must be debited. 

The business may prove profitable. Since the gain may be considered as proceeding from the 
ability of the proprietor, he is credited with it, and loss and gain is debited. 

The business may prove unprofitable. Since the loss has made the business less valuable, and the 
deficit may be supposed to have gone to the proprietor's inability, he is debited with the amount lost, 
and loss and gain is credited. 

Let us now examine various business transactions, and apply to them the principles which we 
have learned. These transactions may be as follows : — 

1. We buy merchandise for cash. 

2. We buy merchandise on our note. 

3. We buy merchandise of A. B. on account. 



DEFINITIONS AND GENERAL PRINCIPLES, 98 

4. We sell merchandise for cash. 

5. We sell merchandise on note. 

6. We sell merchandise to A. B. on account. 

7. We pay cash for rent, salaries, freight, account-books, etc. 

8. We pay a note or accepted draft in cash. 

9. We pay cash to A. B. on account. 

10. We pay cash for interest. 

11. We take cash from the business for personal expenses. 

12. We receive cash for services. 

13. We receive cash in payment of a note or acceptance. 

14. We receive cash from A. B. on account. 

15. We receive cash for interest. 

16. We borrow cash on our note. 

17. We lend cash on note. 

18. We give an order on A. B. for merchandise to be delivered to C. D. on our account. 

19. We receive and obey an order from A. B. for merchandise to be delivered to C. D. on A. B.'s 
account. 

20. We receive merchandise from A. B. on C. D.'s order. 

21. We give an order (demand draft) to A. B. for cash to be paid to C. D. on our account ; A. B. 
complies. 

22. We receive an order* (demand draft) from A. B. to pay money to C. D. on A. B.'s account, 
and comply. 

23. We receive money from A. B. on C. D.'s order (demand draft). 

24. We receive a note or acceptance in whole or part payment of an account owed to us by A. B. 

25. We give a note, or acceptance, in whole or part payment of an account which we owe to A. B. 

26. We make a draft on A. B. in favor of C. D., in whole or part payment of an account owed 
to us by A. B. A. B. accepts the draft. 

27. We receive a draft on A. B. drawn by C. D. in our favor, which A. B. accepts. 

28. We invest cash, real estate, merchandise, bills receivable, personal accounts, or other assets 
in the business. 

29. The firm to which we belong agrees to pay bills payable or personal accounts for us.. 

30. The business proves profitable, and we ascertain that we have gained. 

31. The business proves unprofitable, and we ascertain that we have lost. 

These illustrations cover all the transactions of ordinary business, and in applying our principles 
to them we shall learn how to apply them to all possible transactions. 

In number one, merchandise is received ; cash is given. Merchandise is therefore debtor, and 
cash is creditor. In a similar way, and by precisely the same course of reasoning, we see how to 
distinguish debtor and creditor in all the transactions, as follows : — 

1. 
Merchandise Dr. Cash Or, 

2. 
Merchandise Dr. Bills Payable Cr, 

3. 
Merchandise Dr. A. B. Cr. 

4. 
Cash Dr. Merchandise Cr. 

5. 
Bills Receivable Dr. Merchandise Cr, 
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A.B. 



Dr. 



Expense Dr. 



Bills Payable Di\ 



A.B. 



Dr. 



Interest Dr. 



(Proprietor by name) .... Dr. 



Cash 



Cash 



Cash 



Cash 



Cash 



Dr. 



Dr. 



Dr. 



Dr. 



Dr 



Bills Receivable ...... Dr 



CD. 



A.B. 



Dr 



Dr. 



Merchandise Dr. 



CD. 



A.B. 



Cash 



Dr. 



Dr. 



Dr. 



Bills Receivable Dr. 



A. B. 



C D. 



Dr. 



Dr. 



6. 



7. 



8. 



9. 



10. 



11. 



12. 



13. 



14. 



15. 



16. 



17. 



18. 



19. 



20. 



21. 



Zlad. 



23. 



24. 



2r). 



26. 



07 



Merchandise Cr. 



Cash 



Ca^h 



Cash 



Cash 



Cash 



Cr. 



Cr. 



Cr. 



Cr. 



Cr. 



Services Cr. 



Bills Receivable Cr. 



A.B. 



Cr. 



Interest Cr. 



Bills Payable Cr. 



Cash 



A. B. 



Cr 



Cr. 



Merchandise Cr. 



CD. 



Cr. 



A. B. 



Cr. 



Cash 



C D. 



Cr. 



Cr. 



A. B. 



Cr. 



Bills Payable Cr. 



A. B. 



Cr. 



Bills Receivable Dr. 



CD. 



Cr. 
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Cash (or Merchandise, etc.) . . Dr. 
{Oursdf by name) Dr. 



Loss and Oain Dr. 



Stock. . '. Dr. 



28. 



29. 



30. 



31. 



Stock 



Cr. 



Bills Payable {or Person by name) Cr. 
Stock {or Proprietor by name) . Cr. 



Loss and Gain Cr. 



Since these transactions are representative, it is essential that the pupil should study them until 
he can determine the debtor and the creditor in any one of them instantly. Let this not be an act of 
memory, but an application of the general principle. 

It should be noted that combinations of these transactions may occur. For example, merchan- 
dise may be bought, and cash may be given in part payment while a note is given for the remainder. 

But there is no new principle to apply. Merchandise is debtor for the full amount of its cost. 
Cash is creditor for the sum paid, and bills payable is creditor for the face of the note. As is always 
the case, the debit and credit are equal to each other. 

•THE JOURNAL. 

The Journal in double entry is a book used to distinguish the debtor from the creditor prepara- 
tory to posting. One form of the Journal is seen below. Its records are taken from a Day Book, or 
other book of original entry, where particulars as to kind and amount of articles bought and sold, 
etc., are given in full. 

Boston, Jan. 22, 1891. 





210 


Merchandise 


39 40 


t 

1 




1 396 
191 


Cash 


i 

1 

1 


39 40 


23 


Bills Payable 


41 








396 
210 


Cash 






41 \ 


24 




Merchandise 


175 62 






: 396 


Cash 






75 62 




191 


Bills Payable 






100 



The first line and the first column contain the date ; the second column contains the page of the 
Ledger to which the various amounts are posted ; the third column is the item column ; the remain- 
ing columns are money columns, the first being used for debit entries, the second for credit entries. 

The first entry shows that the proprietor has bought merchandise for cash, paying therefor, 
$ 39.40. Merchandise is debited for its cost, cash is credited for the amount paid out. 

The words debtor and creditor are omitted in writing, because the position of the amount set 
opposite each item indicates whether the account is to be debited or credited. 

The entries are best read by inserting the omitted words, as follows : " Merchandise Debtor, 
$39.40; Cash Creditor, $39.40." "Bills Payable Debtor, $41; Cash Creditor, $41." "Merchan- 
dise Debtor, $ 175.62 ; Cash Creditor, $ 75.62. Bills Payable Creditor, $ 100." 



Form V. 

The following pages give a brief record of the business of Mr. James Brown, Charlotteville, N. C. 
The transactions are designed to be representative of classes of transactions, and are presented in the 
form known as the Italian or Historical Day Book. 
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3 

1 

5 

5 

6 

9 

7 
7 

8 
14 

9 

8 

10 

4 

12 

1 

14 
13 

15 
3 

16 

4 
5 
6 



28 


V 


28 


V 


29 


V 


29 


V 


2 




6 


V 



V 



V 



V 



V 



V 



V 



V 



V 



Exercise 10. Dax Book. 

CkarlottevUle, Jan, 1, 18 — . 



James Brown begins business with the following 
resources : — 

Merchandise 

Cash 
He has the following liabilities : — 

He owes Reed & Morgan on % for Groceries 

He otves Page Sb Greeley on note for Flour 

Sold James C NewhaU on % 
5 bbls. Flour @ $ 7.50 



3000 
1200 

1200 
500 



Bought of H C, Hall for cash 
V Merchandise^ per invoice 



Sold Prince T. Chaves on note @ 10 d's 
3086 lbs, Oats @ 1^ 



Paid Reed & Morgan 
Cash on % 



Paid cash 
For Fuel 



James C, NewhaU paid 
Cash on % 



i Paid Page & Greeley 
V Cash in part payment of note 



Sold for cash 

20 bbls. Flour @ $ 7,50 



Bought for cash 
20000 lbs. Oats @ ly 



Prince T, Graves 

Paid his note of Jan. 5 



I Bought of Reed & Morgan on % 
V 13071 lbs. Potatoes @ 2^ 



Sold to Henry P. Ball 
18100 lbs. Com @ l\f. 
Cash 

Endorsed note 
Balance on % 

Total footing 



Received in payment 



4200 



1700 



37 50 



39 62 



46 29 



200 



15 



25 



200 



150 



300 



46 29 



261 42 



50 




150 




26 25 


226 25 




7447 37 
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REMARKS CONCERNING THE DAY BOOK. 

This form of Day Book is now rarely used. Its place is supplied by the Sales Book; Invoice 
Book, Cash Book, and other books of original entry. 

The student should pay strict attention to his adding. He should keep the amount in pencil 
until he is sure it is right, then write with ink and erase the pencil mark. 

The date may be written in the centre of the line above each transaction. 

The ruled red lines should be exactly on the blue lines. 

The full-faced figures in red refer to the directions for journalizing on pages 93 and 94, and 
should not be copied by the student. 

The check mark is made before each item as soon as it is journalized. 
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^ 



^ 



z 



r 



f 



yc 




</, /r- 
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Charlotteville, Jan, 12, 1891, 



u 



15 



16 



100 
100 

100 
101 

100 
100 

100 
101 
101 
100 



Amount forward 

Merchandise 
Cash 

Cash 

Bills Receivable 

Merchandise 

Reed and Morgan 

Cash 

Bills Receivable 

Henry P, Ball 

Merc/iandise 



6613 ' 41 
300 \ 

I 
46 29 

261 , 42 



6613 41 



300 



46 I 29 



261 42 



Total footing 



50 


I'l 




, 150 


'i 




26 25 


1 

1 


1 


226 25 

1 


7447 37 


' 7447 


37 



REMARKS CONCERNING THE JOURNAL. 

The Journal has many forms. The form given above is the simplest that is used, and is given 
for the purpose of illustrating the principles rather than the practice of book-keeping. 

As in the Day Book, the student should pay especial attention to the accuracy of all his work. 
The debit and credit money columns should both be added, one up and the other down. 

The date may be written in the centre of the line above the record of each transaction. 

All ruled red lines should be on the blue lines. 



HOW TO POST FROM THE JOURNAL. 

When the method of journalizing has been thoroughly learned, the student should turn his 
attention to the Ledger. He will notice that it is ruled and written exactly like a Ledger of single 
entry, and exhibits the same facts. 

In transferring items from the Journal to the Ledger, the book-keeper turns his attention first 
to the money columns. 

Beginning with the first amount, he ascertains what title stands on the same line. He then 
indexes and opens the appropriate account in the Ledger, if it has not already been opened, and posts 
the amount to the proper side. In the item column of the Ledger he writes (if he writes anything) 
the title of the corresponding account to which the transaction refers ; in the page column he puts the 
page of the Journal on which the transaction is recorded ; and in the date column he puts the 
correct date. When there are several corresponding accounts, he has not room for them all. He 
therefore writes Sundries in the item column, meaning thereby " several accounts." As soon as the 
item is posted, he puts the Ledger page in the Journal. 

In the preceding Journal, for example, the first amount is $3000. It stands in the debit money 
column, and must therefore be posted to the debit side of some account. On the same line stands 
the title Merchandise; this shows that the amount is to be carried to the Merchandise account. The 
corresponding credit title is James Brown, and so James Brown is to be written in the item column. 
As soon as the posting is completed, the page of the Ledger (100) is put in the Journal. 

The next amount is then taken, and the next in order, until all the amounts have been posted. 

In the preceding Journal, the second amount is debit, and its opposing title is also James Brown. 
The third amount is $ 4200, in the credit column. On the same line stands James Brown. It must 
be carried, then, to the credit side of James Brown's Ledger account. Its corresponding debit titles 
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are Merchandise and Gash. As there is not room in the item column for both titles^ he writes Sun- 
dries in their stead. 

In this careful and painstaking way, the student should trace every Journal entry to its proper 
record in the Ledger. He should then make a Ledger from the Journal, and compare his own work 
with the Ledger given in the text-book. 

Exercise 10. Ledger. (Open.), 



Dr. 


- _ - 


i 
1 


James Brown. 
: 1891 


— - - — - - 




Or. 


1891 






Jan. 1 


Sundries 


i 98^ 

1 


1700 Jan. 1 

1 


Sundries 


: 98 

1 


4200 

i 


Dr. 






Merchandise. 
1891 


" ~ r ~ ~ _" _ "■ 




Cr. 


1891 








Jan. 1 


James Brown 


98 


3000 Jan, 2 


J. C. NewhaU 


98 


87 50 


" 3 


Cash 


98 


39 62 " 5 


Bills Receivable 


98 


46 29 


" 12 


Cash 


99 


300 « 10 


Cash 


98 


160 


" 15 


Reed & Morgan 


99 


261 42 ''16 


Sundries 


99 , 


226 25 



Dr. 



Cash. 



Cr. 



1891 






[ 


' 


1891 


% 




• 


Jan. 1 


James Brown 


98 


1200 


1 


Jan. 3 


Mdse. 


\ 98 


39 62 


" 8 


J. C NewhaXl 


98 


25 




« 6: 


Reed & Morgan 


98 


200. 


" 10 


Mdse. 


98 


150 


1 


« 7 


Expense 


98 


15 


« 13 


Bills Receivable 


99 


: 46 


29 


« 9 

1 


Bills Payable 


98 

1 


200 


" 16 


Mdse. 


99 


50 




" 12 


Mdse. 


99 


300, 



Dr. 



1891 
Jan. 6 : Cash 



Reed & Morgan. 



98 200 



1891 
Jan. 1 
" 15 



James Broum 
Mdse. 



Cr. 



98 1200 

99 261 42 



Dr. 

"1891 

Jan. 9 Cash 



Bills Payable. 



98 200 



1891 
Jan. 1 ; James Brown 



98 



Cr. 



500 



Dr. 



1891 \ 
Jan. 2 Mdse. 



James C. Newhall. 



98 



37 



1891 ' 
50 Jan. 8 Cash 



98 



Cr. 
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Dr. 



1891 I 

Jan, 5 \ Mdse. 
" 16 Mdse, 



Bills Receivable. 



1891 , 

98 I 46 29 Jan, 13 Cash 

99 I 150 , I 



99 



Or. 



46 29 



Br. 



1891 t 
Jan. 7 Cash 



98 



Expense. 



15 



Cr. 



Dr. 

1891 
Jan. 16 



Mdse. 



99 



Henry P. Ball. 



Cr. 



26 25 



THE TRIAL BALANCE. 

When the book-keeper wishes to prove his work, he takes a proof-sheet, or trial balance, of his 
Ledger ; that is, he ascertains whether his debit entries are equal to his credit entries. Book-keepers 
usually take a trial balance as often as once a month. A trial balance should always be taken before 
" closing the Ledger." 

The following is a convenient form. 



Dr. 



1700 




3601 


04 


1471 


29 


200 




200 




37 


50 


196 


29 


15 




26 


25 


7447 \ 


37 



Exercise 10. 
Trial Balance. 



Cr. 



James Brown 

Merchandise 

Cash 

Reed & Morgan 

Bills Payable 

James C NeiohaU 

Bills Receivable 

Expense 

Hem^ P. Ball 



4200 \ 
460 04 
754 62 
1461 1 42 
500 
25 \ 
46 29 



Total Equal to Journal Footing 



Total 



7447 37 



REMARKS CONCERNING THE TRIAL BALANCE. 

It should be remembered that a Trial Balance does not prove the accuracy of the Ledger ; there 
may be errors in computation, or items may be posted to wrong accounts. On the other hand, if the 
Ledger is correct, a Trial Balance can always be taken. 

N^ote to the Teacher. — In the transactions recorded in this book, many business papers of various sorts are 
supposed to be given, to which reference is made only incidentally. These are checks, drafts, letters, leases, 
deeds, receipts, memorandum slips, cash slips, sales tickets, etc. The teacher should use his judgment as to the 
number of these which the pupil should write. All such papers should be made in full until the pupil has become 
perfectly familiar with them. After that time, enough should be written to assure the teacher that they are not 
forgotten. 
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In making the Trial Balance, place the footings in pencil in the Ledger, jast beneath the last 
amounts on both sides. Use a sharp, hard pencil for this purpose ; make the figures small, but dis- 
tinct. When there is but one amount, the pencil figures need not be made. 

These figures sometimes serve the purpose of distinguishing one month's work from the next. 
Some book-keepers take a Trial Balance of each month's work separately ; in this case the columns 
arc added only as far as the footings of the previous month. When this method is used, it is well to 
put pencil figures under the single items to prevent their being added to the following month's 
transactions. 

TO FIND ERRORS IN THE TRIAL BALANCE. 

Be careful to avoid errors. As previously stated, adding is the most important part of Book- 
keeping, and the pupil must learn to add correctly. It takes Jive times as viuch labor and time to find 
and correct an eiror as to do the work correctly at first. Observe the rules for adding given in the 
former portions of this book, and your liability to errors is reduced to a minimum. 

But the best book-keepers sometimes make errors ; and when an error has been made, it must be 
found and corrected. Supposing that your Trial Balance does not balance, what is to be done ? 
Always the same things, in the same order, till the error is found. These things are as follows : — 

1. Find the exact amount of error and divide it by two. Look for an entry of the full amount, 
or its half, in all the books of original entry. If such an amount is found, trace it to the Ledger and 
see that it is correctly posted. 

2. See that all balances and inventories have been brought down below the double red lines on 
the proper sides. 

3. Review the footings of the Ledger and see if they have been properly carried to the Trial 
Balance. 

4. Check the Ledger entries. 

To do this, take the Journal (or other books from which items have been posted) and check each 
item with a -y^ in pencil, and at once check in a similar way the same item in the Ledger. The 
check marks should be carefully made, in vertical columns, at the right or left of the amounts 
checked. If the first three steps have not shown your error, it is probably in transferring to the 
Ledger. The checking should show whether all amounts have been transferred correctly to the right 
account, and to the right side of the account. The most common error is the omission of an entry, 
and the next in frequency is the writing of an amount in the Ledger different from the amount in the 
Journal. When an error has been discovered, it should be compared with the error in the Trial 
Balance. If it does not explain the full amount of error, it should be added or subtracted from the 
error in the Trial Balance to show what further amount of error or errors is to be discovered. 

The process of checking may be greatly facilitated by having the various items read and checked 
in t*ie Journal by one person, while they are checked in the Ledger by another. The checking in the 
Journal may be omitted in this case. 

The correct reading aloud of dollars and cents is a fine art, and one which teachers and pupils do 
well to practice. The following direction should be followed : — 

Give a slight accent to every figure as it is read, and make a brief pause after it ; thus, forty — 
six — dollars — fifty — seven — cents. The most common error in setting down numbers that are 
called aloud is in putting a 2 for a 3 or a 3 for a 2. 

A good way to read columns of dollars and cents is as follows : — 

(1) Read the thousands and the word thousand; (2) read the unit period of dollars, omitting the 
word hundred when there are tens or units ; (3) make a brief pause (or say dollars or and) ; and 
(4) read the number of cents. If there are no cents, add the word dollars; if there are no dollars, 
add cents. If the number of cents is less than ten, insert the word aught * to represent the cipher. 

1 Colloquial for naught. 



CLOSING THE LEDGER. ' lOS 

$ 361426.47 is read Three — sixty — one — thousand, four — twenty — six {and) forty — seven. 

$2005.02 is read Two thousand five — auglU two. • 

$ 351.60 is read Three — fifty — one — sixty. 

$ 85 is read eighty — five dollars. 

$ .16 is read sixteen cents. 

Use the word and only between dollars and cents. 

The method of correcting errors has been given in the preface to this book. Erasures should 
never be made in " books of original entry," as they vitiate or destroy the value of the record. In 
these books a red line may be drawn under the error to call attention to it, a counter entry, " to (or by) 
Error" may be made, and then the correct entry may be recorded. In the Ledger an error in posting 
may sometimes be corrected by erasure and rewriting ; but such erasures disfigure the book and stand 
as perpetual evidence of the inefficiency of the book-keeper. In short, the only safe rule for the cor- 
rection of errors is, Correct them before they are made. 

CLOSING THE LEDGER. 

When the proprietor wishes to ascertain his losses and gains and the sources from which they 
have come, he " closes " his Ledger. 

By closing the Ledger is meant the process of balancing accounts, and so combining the results 
as to ascertain the losses and gains of the business and the present resources and liabilities. 

Accounts which exhibit a gain or a loss are known as representative accounts ; accounts which 
exhibit resources or liabilities are called real accounts. For example, the Expense account usually 
exhibits a loss, since the money paid for expenses is rarely returned. The Services account usually 
shows a gain, since it shows a source of income. Personal accounts exhibit assets or liabilities as in 
single entry. 

Book-keepers call losses and gains by the general term " Loss and Gain," ^ and they call resources 
and liabilities by the general term " Balance." Since inventories of all kinds constitute a portion of 
our resources, they are called Balances. 

In closing our Ledger, then, we inquire of every account : (1) Its debit side shows what ? (2) Its 
credit side shows what ? (3) Their difference shows what ? (4) Is this difference a loss, a gain, a 
resource, or a liability ? 

For example, answering these questions when applied to the cash accoiint, we say : (1) The 
debit side of the cash account shows the amount of cash received. (2) The credit side shows the 
amount of cash paid out. (3) Their difference shows the amount of cash on hand. (4) Cash on hand 
is a resource. The account is therefore a real account, and it shows a balance. 

Proceeding in this way, we decide upon the nature of every account. 

^Representative accounts are closed by a " Loss and Gain " entry in red ink. Real accounts are 
closed by a " Balance " entry in red ink. 

The principal representative accounts are Merchandise, Expense, Rent, Interest, Services, Com- 
mission, Insurance, Storage, Shipments, and Advertising. 

The principal real accounts are personal accounts. Bills Payable, Bills Receivable, and Cash. 

When the losses and gains have been determined, they are gathered in an account called the Loss 
and Gain account. The process of carrying the difference between the sides of an account to another 
account, and closing the first, is called closing one account into another. The representative accounts 
are, therefore, said to be closed into Loss or Gain. 

Any account which becomes worthless may be closed into Loss and Gain, and thus cancelled. 

When the resources and liabilities are ascertained, they may be gathered in an account called the 
Balance Account, or on a separate sheet called the Balance Sheet. Real accounts are therefore 
" closed into Balance." 

^ Many book-keepers use the expression Profit and Loss to denote the same thing. 
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In actual business the Ledger is usually closed once a year. In the exercises presented in this 
book, we shall close much more frequently. 

Some resources and liabilities are ascertained by taking an inventory, as in single entry. 

The principal inventories of resources are merchandise on hand, unexpired rent and insurance 
for which we have paid in advance, and the present value of store, fixtures, machinery, etc. 

Inventories of liabilities include unpaid bills of every kind which are not exhibited in the Ledger 
accounts. 

We shall better understand the subject of closing a Ledger if we study the accounts of Exercise 10 
as they stand on pages 100 and 101. 

The first account is the proprietor's. The debit side shows how much he owes the business ; the 
credit side shows how much the business owes him. By principles 30 and 31, however, the proprietor 
is to be debited with losses, or credited with gains. It will be best to do this before closing the 
account. We therefore leave this account open for the present, and proceed to the next account. 

Passing to the Merchandise account, we notice that the debit side shows how much our Merchan- 
dise has cost us, and the credit side shows what we have received for it. The difference would show 
what we have lost or gained by our transactions, if we had sold all the merchandise which we have 
bought. As we have not sold it all, we must ascertain the cost of that which has been sold. We mav 
do this by subtracting from the total cost the cost of the merchandise on hand. 

The footing of the debit side shows that we have paid for merchandise $ 3601.04. By taking an 
inventory at cost prices of what we have on hand, we find the cost of our present stock of merchandise 
to be $ 3200. Subtracting this from $ 3601.04, we get $ 401.04 as the cost of that which has been 
sold. By footing the credit side we learn that we have received $460.04. If we have received 
$ 460.04 for what cost us $ 401.04, it is clear that we have gained $ 59. 

If we place the inventory on the credit side, and find the difference between the sums of the two 
sides, we shall get the same result in a simpler way. [$ 3660.04 — $ 3601.04 = $ 59.] 

We use the second method, and put the amount of the inventory in red ink, calling it "Balance." 
[See page 105.] The loss or gain we write in red ink on the smaller side. We then foot the sides, 
and find that the account balances. 

The " balance " is brought down on the opposite side in black ink. The " loss and gain " is not 
brought down, because it is to be combined with other losses and gains. 

Passing to the Cash account, we close it, as we close all other real accounts, precisely as in single 
entry. 

Expense is the only representative account that remains, and we accordingly close this with a 
Loss and Gain entry. 

Notice that all dosing entries are in red ink. 

The proprietor's account remains. He must be debited with losses and credited with gains. We 
have found one of each ; a gain of $ 59 in the Merchandise account, and a loss of $ 15 in the Expense 
account. We might close these directly into the proprietor's account, but it is simpler and better to 
find the net gain or loss and carry this to the proprietor's account in one item. 

Our ndit step is, therefore, to open a Loss and Gain account and close all representative accounts 
into it. Since this account represents the proprietor, it must be debited with losses and credited with 
gains, and the items will appear as shown on page 106. 

Finding the difference between the two sides to be $ 44, we write this amount in red ink on the 
smaller side, with the name of the proprietor's account in the item column, and transfer the amount 
at once to the opposite side of the proprietor's account in black ink, with the name of the account 
from which it has been taken, thus crediting him with his net gain for the period covered by 
the record. 

We are now ready to close the proprietor's account. Since this shows what the business owes 
the proprietor, — in other words, one of the liabilities of the concern, — it is closed with a " Balance/' 

The work of closing the Ledger is now practically complete, but for the purpose of testing the 
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accuracy of our work and exhibiting the assets and liabilities in a convenient form, we open one more 
account and call it Balance. 

On the debit side of this we collect the assets, and on the credit side we collect the liabilities. 
In other words, we close the real accounts into Balance. Since the business owes its net value to the 
proprietor, it is clear that assets and liabilities are always equal. The amounts of the two sides are 
equal, and we conclude that our work is correist. 

The pupil should notice that aU red ink entries are transferred to the accounts named in the item 
columns, and written there on the opposite sides in black ink, with the names of the accounts from which 
they have been taJcen. ^ 

Balances are all "brought down," — that is, written on the opposite sides of the accounts in black 
ink below the double red lines, — in order that the Ledger may show all the assets and liabilities. 

Losses and gains are not brought down, for they appear in the new balance of the Stock (or 
proprietor's) account. 

The following pages show the Ledger as it appears when closed. 



Dr. 



Exercise 10. Ledger. (^Closed.^ 
James Brown. 



1891 
Jan. 1 Sundries 

" 17 \ Balance 



98 \1700 

2544 



\4244 



1891 
Jan. 1 Sundries 
" 17 Loss & Gain 



Jan. 17 Balance 



Or. 



I 98 4200 
L. 106 ' 44 

\4244 
I 2544 



Dr, 



1891 

Jan. 1 

" 3 

" 12 

" 15 



(* 



James Brown 

Cash 

Cash 

Reed & Morgan 

Loss and Gain 



Jan. 17 I Balance 



Merchandise. 



98 3000 \ 

98 39 62 

99 ' 300 

99 |, 261 42 

r>9 , 



3660 p4 
3200 



1S91 

Jan. 2 

" 5 

" 10 

" 16 



u 



I 



J. C. NewhaHl 
Bills Receivable 
Cash 
Sundries 

Balance ( /// ventory) 



98 
98 
98 
99 



Cr. 



' 37 50 
46 29 
150' 
226 25 

1 S2()() 

3660 04 



I)r. 



1891 

Jan. 1 James Brown 

" 8 J. C. NewhaU 

*' 10 Mdse. 

" 13 Bills Receivable 

" 16 Mdse. 



Jan. 17 Balance 



98 
98 
98 
99 
99 



Cash. 



Cr. 



\1200 
, 25 
150 
46 29 

\ 50 



^1471 29 
I 716 67 



(( 



a 



(( 



1891 
Jan. 3 I Mdse. 



6 Reed & Morgan 

7 Expense 

9 Bills Payable 



" 12 Mdse. 

*• 17 ^ Bah I nee 



98 


39 62 


98 


200 \ 


98 


15 


98 


200^ 


99 


300 




4 lu hi 




1471 29 

1 . . 
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Dr. 



1891 I 
Jan. 6 Cash 

" 17 Balantt 



Dr. 



1891 
Jan. 9 Cask 

" 17 Balance 



Dr. 



1891 
Jan. 2 Mdse. 



Jan. 17 Balance 
Dr. 

1891 r" 

Jan, 5 Mdse, 



" 16 



Mdse. 



Jan. 17 I Balance 
Dr. 



1891 I 
Jan. 7 Cash 



Reed & Morgan. 




1891 
Jan. 1 
" 15 



James Brown 
Mdse. 



Jan. 17 I Balance 



Bills Payable. 



98 



200 

300 



500 



1891 
Jan. 1 ' James Brourn 



Jan. 17 . Balance 



James C. Newhall. 



98 



37 



50 



1891 
Jan. 8 Cash 



17 



37 ^50 



Balance 



12150 



Bills Receivable. 



98 
99 



46 29 
150 



196 29 



1891 
Jan. IS Cash 

'^ 17 



150 



Balance 



Expense. 



98 



15 



LSUL 
Jan. 1 7 



L(jss and Gain 



98 



99 



Cr. 



98 1200 

99 261 42 



1461 42 



1261 i 42 
Cr. 



98 , 500 

500 
300 

Cr. 



25 

7l> off 

37 50 



Cr. 



46 29 

ITiO 

196 29 



Cr. 



ir, 



Dr. 



1891 
Jan. 16 \Mdse. 

Jan. 17 Balance 



Dr. 

1891 
Jan. 17 



k ft k ft 



Expense 

.Tdnfs Broirn 



99 • 



L. 106 



Henry P. Ball. 



26 25 



IsVJ 

Jan. 17 



26 25 



Loss and Gain. 



15 

44 



I-- 



59 



Balance 



1891 I 
Jan. 17 Mdse. 



L. \105 



Cr. 



2f: iv- 



Cr. 



59 



59 
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1891 
Jan, 17 



Balance. 



« 



a 



a 



u 



u 



u 



a 



Mdse, 

Cash 

J. (7. Newhall 

Bills Receivable 

Henry P, Ball 



105 3200' 

105 716^67 

106 12 50 
106 i 150 \ 
106 26 25 

Ul05 42 



1891 I 
Jan, 17 I Reed & Morgan 
Bills Payable 
James Brown 



a 



i( 



(( 



li 



Cr, 



106 \1261 42 
106 300 \ 
105 \2544 



4105 42 



RULES FOR CLOSING THE LEDGER. 

The methods explained in the preceding pages may be summarized in the following rules : — 

1. Credit representative accounts with their respective inventories of resources, and debit them 
with inventories of indebtedness. 

2. Close representative accounts into Loss and Gain. 

3. Close Loss and Gain into Stock. 

4. Close inventories and real accounts into Balance. 

Make Journals and Ledgers for the following memoranda : — 



Exercise 11. 

Hall C. Bobbins of Pittsfield, N.H., begins business, Feb. 2, 1891, with the following resources : 
Cash, $ 3000 ; Mdse., $ 2800. 

He owes James Clark on % $ 390 ; Ham Jacobs, $ 962. He owes John S. Tarbox on note f 1000. 

Feb. 3. Buys for cash, Safe, $ 150 ; Account-books, f 15. 

4. Sells Mdse. for cash, $ 200. 

6. Buys Mdse. on note, $300. 

6. Sells James Clark on % Mdse., $ 396. 

7. Buys Mdse. of P: S. Twombley on note, $ 500. 
9. Sells Henry Doolittle on note Mdse., $ 600. 

10. Buys Mdse. of Chas. Fall on %, $ 700. 

11. Sells Henry Adams Mdse. for cash, $390. 

12. Pays cash for advertising, $ 30. 

13. Pays Tarbox's note, $ 1000. 

14. Henry Doolittle pays his note, $ 600. 
14. Mdse. on hand, $ 2600 ; Safe, $ 100. 



Exercise 12. 

Henry L. Perkins of Westfield, Mass., begins business with Cash, $ 2500, March 2, 1891, He 
buys for cash a stock of Mdse. for $ 1800. Pays rent six months in advance, $ 150. Pays for sundry 
expenses connected with opening the business, f 36.42. 

March 3. Sells Mdse. for cash, $ 150. 

4. Sells Mdse. to Henry Marshall on %, $390. 

5. Buys Mdse. of Harold P. Spencer on %, $300. 

6. Sells Mdse. to Charles Cram on note, $ 362. 

7. Buys Mdse. of Henry Marshall on %, $262. 



a 



a 



u 
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March 9. 
" 10. 
" 11. 
« 12. 
" 13. 



Sells Mdse. to Henry Marshall on %, $261.42. 

Buys Mdse. for cash, $ 362. 

Pays cash for Insurance, $ 31.25. 

Pays clerk hire, $ 20. 

Mdse. on hand, $ 1500 ; Unexpired rent, paid in advance, $ 137.50. 



Exercise 13. 

Harmon T. Smith of Castine, Me., begins business Apr. 1, 1891, with Cash, $ 1300 ; Mdse., $ 1800. 
Apr. 2. Sells Mdse. for cash, $800 
" 3. Buys Mdse. on note, $ 180. 
" 4. Sells Mdse. for note, $ 100. 
" 6. Pays clerk hire, $ 5. 
" 7. Buys Mdse. of James Bird on %, $ 185. 
" 8. Sells Henry Tarbell Mdse. on % $ 362. 
• • " 9. Pays for advertising, $ 7.50. 

" 9. Mdse. on hand, $ 1800. 
The pupil will notice that the records of the memoranda in these three exercises are not complete, 
for they do not state the kind and amount of merchandise bought and sold. The invoices and Sales 
Books would give this information. 





Exercise 11. 




Dr. 


Trial Balance. 




2352 


Hall C. Bobbins 


5800 


4190 


Cash 


, 1195 


4300 


Merchandise 


1586 


396 


James Clark 


390 




Ham Jacobs 


962 


1000 


Bills Payable 


1800 \ 


195 


Expense 




600 


Bills Receivable 


600 




Charles Fall 


700 



Cr, 



13033 



Total 



Total 



13033 







Exercise 12. 


• 






Dr. 




Trial Balance. 




2500 


{ 




Henry L, Perkins 




2650 




Cash 




2399 


67 


2724 




Merchandise 




1163 


.42 


237 


67 


Expense 






1 


651 


42 


Henry Marshall 
Harold P. Spencer 




262 
300 




362 




Bills Receivable 








6625 


09 


Total 


Total 


6625 


09 



Cr. 
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Exercise 13. 






Dr. 


— 


Trial Balance. 




Cr. 




Harmon T, Smith 


1 


3100 


2100 




Cash 




12, 60 


2165 


1 


Merchandise 
Bills Payable 


1 


1262 
180 


100 




Bills Receivable 






12 50 


1 

1 


Expense 
James Bird 


1 

1 


185 

ft 


362 




Henry Tarbell 






4739 50 


Total 




Total 

• 

I.- 


4739 50 



THE JOURNAL DAY BOOK. 

Sometimes the Day Book and Journal are combined in one. In this case usually the Journal 
entries appear first, and the Day Book entries are arranged under them in such a way as to use the 
space as economically as possible. 

Exercise 14. Jourkal Day Book. (^First Form.^ 

Bancroft, Ohio, June 1, 1891, 



Henry C, Thompson engages in Flour and Grain 
business with above assets and liabilities. 



Cash 




2500 




1 


Mdse. 




1600 






Bills Receivable 

1 


BUls Payable 


376 


196 






Henry Dole 


• 


261 


42 


 


Cobb & CaldweU 




: 147 


37 




Stock 




3871 


21 



6 



Mdse. Cash 

Bought 300 bbls. Flour @ $4,10 



1230 



Cash I 350 

Bills Receivable Mdse, 1000 

Sold James C, Brown 300 bbls. Flour @ $4,50 \ 



Bills Payable Cash 

Discount 
Discounted our note, favor of James Pease due 
July 4 



Expense Cash 

Bought Safe for use in office 



James C, Baldwin Mdse, 

Sold 200 bbls. Flour @ $4,75 

Carried forward 



196 



150 



960 



1230 



1350 



194 04 
1 96 



150 



8352 00 



950 



8352 00 
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Exercise 14. Journal Day Book. (^Second Form.) 

Bancroft, Ohio, June 8, 1891. 



Expense 
Cash 



Cash 

Bills Receivable 

Cobb & Caldwell 
Cash 



Mdse. 
Cash 



Expense 
Cash 



I Cash 
Mdse, 



Henry C. Botcman has paid his 
note due this day 

Paid them in full of account 



Bought of Jones & Clapp 210 
bbls. Flour @ $ 4 $840 
less 10% $84 



Paid for Advertising in Ban- 
croft Gazette 



Forward 8352 

Paid Henry Brown for services i 15 
last week 



376 



147 ; 37 



756 



13 



72 



300 bbls. Flour to Henry Gor- 1350 
don @ $4.50 

Footing \ 11010 09 



8352 
15 



376 



147 37 



756 



13 72 



1350 
11010 09 



REMARKS. 

The Journal of Exercise 14 should be posted, balanced, and closed. The Balance account 
shown below. [Inventory of Mdse. on hand June 13, 25 bbls. Flour @ $ 4. The Safe, charged 
Expense, may be assumed to be as good as new.] 

The pupil will notice the difference between the two methods of opening the Journal, 
method exhibited in Exercise 14 seems to be preferable to that illustrated under Exercise 10. 



Exercise 14. 



Dr. 



1891 
June 13 Cash 
Mdse. 

Bills Receivable 
Expense 
James C. Baldwin 



Balance. 



2069 87 

100 \ 
1000 

150 

950 

4269 87 



1891 
June 23 



Heni'y Dole 
Stock 



261] 
4001 



4269 



^coun 
How o 
Would 
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Exercise 15. 

Write a Journal Day Book for the transactions of Exercise 11, supplying the omitted Day 
Book entries. 

Exercise 16. 

Write a Journal Day Book for the transactions of Exercise 12, supplying the omitted Day 
Book entries. 

EXjBRClSB 17. 

Write a Journal Day Book for the transactions of Exercise 13, supplying the omitted Day 
Book entries. 

QUESTIONS. 

/ 

/ 

What are we now to study? l?or what transactions are the forms of double entry used? What determine 
which of the two methods ia tojaie used? What is said of the difference between the two systems? What is the 
first distinguishing feature ot^double-entry book-keeping ? What two equalities are mentioned ? What method 
of testing the accuracy of J^e work is mentioned ? What is the second distinguishing feature of double entry ? 
What is the result of tfiis feature ? What does Bills Payable account include ? Bills Receivable ? Expense ? 
What does Stock represent? What does Dbcount include? Services? What is Commission? Exchange? 
What are Shipmeofts? Consignments? Labor, Freight, and Advertising? What is the great underlying prin- 
ciple of double;^ try book-keeping ? How is this principle often expressed? Why is this statement incorrect? 
How mauvfgpresentative transactions are enumerated ? What is said of these illustrations ? (The teacher should 
drill the^pils upon these transactions until they can select the debtor and creditor with facility.) What is said 
of conjjfnations of these transactions ? 

^I'hat is the Journal? Describe its form. Where is the date? What is placed in the second column? 
'"Wi? In the third column? The fourth column? Fifth? Sixth? Seventh? Explain the transaction 
^rded in the first Journal entry. Second. Third. What words are omitted, and why? How should the 
tries be read? What business is represented in Exercise 10? What do the red figures in the Day Book 
/present? Should you make them in copying the Day Book? What does the check-mark indicate? What is 
;«aid of the use of this form of Day Book ? What caution is given in regard to accuracy ? Where may the date 
be written? W^here should the ruled red lines be placed? When should the check-marks be made? What is 
said of the form of Journal here illustrated? What direction for footing the money columns? Where may the 
date be written ? To what book are the items recorded in the Journal transferred ? What is said of the double- 
en try Ledger? Describe in full the process of posting. What does the word Sundries in the Ledger indicate? 
When should the Ledger page be put in the Journal? (N.B. — The teacher should see that his pupils form the 
habit of posting in accordance with the directions given in the book.) What is the purpose of taking a trial 
balance? How frequently do book-keepers take trial balances of their Ledgers? Describe the trial balance given 
in the book. Make another from the one given in the book by putting in the money columns the differences 
between the sides of the several accounts. Does this balance? What errors are not disclosed by a Trial Balance? 
What directions are given for footing ledger columns? When may the pencil footings be omitted? What is 
said about avoiding errors ? Give directions for findinj? errors. Explain the method of checking entries. Give 
the directions for reading numbers aloud. How should errors be corrected in books of original entry? What is 
said of erasures? What is the purpose of closing the T^edger? What is the meaning of this expression? What 
are representative accounts? Real accounts? Give examples of each. What is the difference between the two 
sides of a real account called? Of a representative account? In closing a Ledger, what four questions do we ask 
of every account? In what kind of ink is the closing entry made? What are the principal representative 
accounts ? Real accounts ? What is meant by closing one account into an other ? Into what are representative 
accounts always closed? What is done with a worthless real account? Into what are other real accounts closed? 
How often do book-keepers close their Ledgers ? How often are the exercises given in this book to be closed ? 
Why 80 often? What are the principal resources which are ascertained by taking an inventory ? What liabilities 
'Would be ascertained by an inventory ? 
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What does the debit side of the proprietor's account show? The credit? Why do we not close the pro- 
prietor's account first? When do we close it? What does the debit side of Merchandise account show? The 
credit side? Why does the difference between the two sides not show how much we have gained or lost on our 
merchandise? How may we obtain the gain or loss? How do we find it? Do the two methods give the same 
result? Howls the Cash account closed? The Expense acc9unt? How are personal accounts closed? What 
gain has been found? What loss has been found? What could be done with them? What is a better and 
simpler way? Why do we open a Loss and Gain account? On which side of the Loss and Gain (often called 
Profit and Loss) account are the losses gathered? Why? The gains? Why? Into what account is the Loss 
and Gain account closed? Explain the process. Why is Stock account closed with a balance? Explain the 
method of making the Balance account. Why are asset's and liabilities always equal ? 

What has been done with all red ink entries? What is done with balances? Why? Are losses and gains 
brought down ? Where do they appear? 

Give the four general rules for closing the Ledger. 

When the Day Book and the Journal are combined, where are the Day Book entries placed ? Explam the 
difference between the two forms exhibited. Which method do yau prefer ? Why ? 
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CHAPTER IX. 
Form VI. 

RETAIL DRY AND FANCY GOODS BUSINESS. 

The principles presented in the preceding chapter are of general application ; and the forms 
described can be used in connection with proper auxiliary books to record any business transactions. 

But in double entry, as in single entry, book-keepers find it best to use special forms adapted to 
the various kinds of business which they record. 

In this chapter we describe a form adapted to the use of retail dealers in dry and fancy goods. 

Exercise 18. 

Let us suppose that Mr. Peter C. Bolton, whose business for one month is represented below, 
desires to keep his books by double entry, beginning on Jan. 1, 1890. 

Jan. 1, 1890. Cash in First National Bank, $ 326.25 ; cash in safe, $ 47.25. 
The Invoice Register shows the following unpaid bills : — 

Amount. Payee. Date. Terms. 

$37,52, Shepard, Nonoell & Co., Dec. 15, 1889, 5/30, 

46.05, Shepard, NorweU & Co., Dec. 26, 1889, 1/10. 

21.37, Walker, Stetson, Sawyer Co., Dec. 26, 1889, 5/30. 

61.40, Jackson, Mandell & Daniell, Dec. 30, 1889, 5/30. 

37.55, Coleman, Mead & Co., Dec. 24, 1889, 5/30. 

The Ledger shows corresponding balances in favor of these jobbers, and the following balances 

against customers : — 

A. B. Clark, $ 3.62. 

D. Cochrane, 21.42. 
F. 0. Landon, 39.27. 

E. E. Devon, 21.21. 

F. M. Leavitt, 26.42. 
L. W. Merriam, 91.21. 

The following bills were paid in cash : — 

D. Cochrane, $21.42. 

E. E. Devoll, 21.21. 

F. M. Leavitt, 26.42. 

On this day sold on % to S. A. Miles, 1 yd. flannel, 25^ ; 2 yds. do. @ 20^ ; f yd. lace @ 25^ ; 
^ yd. do. @ 20^. To J. H. Russell, 1 yd. cambric, 7^ ; 7 yds. cotton @ 5^ ; 3 yds. silesia @ 18^. To 
L. W. Merriam, 4 yds. cotton @ 10^ ; 1 pattern, 25^. To F. M. Leavitt, 1 pr. gloves, 38^ ; 1 bottle 
cologne, 25^', 1| yds. ham burg @ 12^^. To E. E. Devoll, 2 pr. hose @ 25)^, 4 yds, lace @ 35^, 2 
vests @ 25^. To F. 0. Landon, 2 vests @ 30)^, 5 yds. lace @ 25^. Paid S., N. & Co.'s bill of Dec. 26, 
less discount. Cash on hand at close of business, $ 437.63. 

Jan. 2. Charged the following : To D. Cochrane, 1 tie, 37^ ; 1 yd. cotton, 5^. To A. B. Clark, 
1 spool basting cotton, 5p ; 2 bones @. 11^^ ; 1 yd. cambric, 12^. To F. M. Leavitt, 1 pr. sleeve but- 
tons, 50^ ; 1 pattern, 35^. To S. A. Miles, 1^ doz. buttons @ 25^. To J. H. Russell, 1 pr. hose, 50^. 
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To L. W. Merriam, 1 pr. hose supporters, 25^. Bought of Coleman, Mead &.Co., invoice of goods, 
$ 91.25 on 1/10. Cash on hand at close of business, $ 488.84. 

Jan. 3. Charges : A. B. Clark, elastic, 5^ ; trimming, 19^. D. Cochrane, 3 yds. crash @ 10^. 
F. 0. Landon, 1 belt, 25^ j 3 bones @ 12^. Drew out for personal use, $20. Cash on hand at close 
of business, $ 630.21. 

Jan. 4. Charges : E. E. Devoll, 8 yds. silk braid @ 10^; 1 yd. cambric, 8^. F. M. Leavitt, 8 yds. 
cotton @ 12^^ ; J- yd. linen @ 50^. L. W. Merriam, 1 net, 6^ ; 1^ doz. buttons @ 18f^ ; 2 yds. cotton 
@ 9^. J. H. Russell, remnant of cambric, 13^ ; 1 collar, 10^ ; 1 pr. gloves, $ 1. S. A. Miles, 1 pat- 
tern, 25^ ; 1^ doz. buttons @ 26^. E. E. Devoll, 1 pc. braid, 6^ ; 1 pattern, 30^. Paid for labor 
this week, Henry Paul, $ 9 ; Annie C. Rand, $ 5. Drew out for personal use, $ 15. Cash on hand at 
close of business, $ 592.61. 

Jan. 6. Charges : F. 0. Landon, 1 spool twist, 5^; 2 spools silk @ 9^. D. Cochrane, 1 shirt, $1. 
A. B. Clark, 1 skirt, $ 1 ; 1 collar, 25^ ; 6 yds. crinoline @ 12|^. S. A. Miles, 6 spools silk @ 9^ ; 
4 spools twist @ 5^. Bought of Jackson, Mandell & Daniell, invoice of goods, 5/30, $ 56.25. Paid 
for advertising, $ 15. Cash on hand at close of business, $ 622.63. 

Jan. 7. Charges: F. 0. Landon, 10 yds. cambric @ 6^; 2 yds. silesia @ 22^; 8 bones @ 121*^. 

E. E. Devoll, 1 pattern, 25^. Cash on hand at close of business, f 653.88. 

Jan. 8. Charges : L. W. Merriam, 6 pes. tape (^ 5^ ; 4 towels @ 25^ ; yarn and needles, 8^. 
J. H. Russell, 1 pr. mittens, 25^ ; 2 yds. cotton @ 5^. S. A. Miles, 4 towels @ 25^. Cash on hand 
at close of business, $ 695.17. 

Jan. 9. Charges : A. B. Clark, 1 tie and pin, $ 1.50 ; 1 shirt, $ 1 ; 3 prs. hose @ 25^ ; 3 collars 
@ 25^ ; 1 pr. cuffs, 25^. D. Cochrane, 3 yds. flannel @ 20^. Cash on hand at close of business, 
$ 757.58. 

Jan. 10. Charges : F. 0. Landon, 1 pr. blankets, $ 2.50 ; 4 comforters @ $ 2. E. E. Devoll, 
3 prs. hose @ 30^, 6 yds. cotton @ 5< Paid C, M. & Co.'s bill due Jan. 12, $ 91.25, less 1%. Cash 
on hand at close of business, $ 722.08. 

Jan. 11. Charges : F. M. Leavitt, 6 towels @ 25^ ; 1 spool thread, 5^ ; 4 yds. cambric @ 7^ ; 
1 mirror, 75^. L. W. Merriam, 2^ yds. alpaca @ 20^; 2 J yds. veiling @ 21^; 1 pr. gloves, 40^. 
Paid clerk-hire, Henry Paul, $ 9 ; Annie C. Rand, $ 5. Cash at close of business, $ 760. 

Jan. 13. Charges : J. H. Russell, 2 yds. flannel @ 20^ ; ^ yd. silesia @ 12^. S. A. Miles, 
I yd. flannel @ 75^ ; 1 J yds. insertion @ 20^. Drew out for personal use, $ 10. Cash at close of 
business, $831.42. 

Jan. 14. Charges : A. B. Clark, 1 pr. gloves, 45^ ; 2 yds. flannel @ 60^ ; 2 prs. drawers @ 60^. 
D. Cochrane, 1 pr. gloves, 50^ ; 1^ doz. buttons @ 37^^^ ; 1 yd. cotton, 5^ ; 2 prs. drawers @ 50^. 
Paid S., N. & Co.'s bill due this day, less 5% discount. Cash on hand at close of business, $839.51. 

Jan. 15. Charges : F. 0. Landon, 2 yds. flannel @ 60^ ; 2 spools silk @ 10^ ; 2 spools twist 
@ 5^ ; 2 sticks braid @ 7^. E. E. Devoll, 1 yd. niching, 50^ ; 1 pr. hose, 50^. Cash on hand at 
close of this day^s business, $ 850.37. 

Jan, 16. Charges : F. M. Leavitt, 1 table cover, $3 ; 14 yds. cambric @ 12^^ ; 2 prs. hose @ 35^. 
L. "VV. Merriam, 4 comforters @ $ 2.25. J. H. Russell, 2 yds. crinoline @ 12^. Cash on hand at 
close of business, $ 870.97. 

. Jan. 17. Charges : S. A. Miles, 2 yds. flannel @ 50^ ; 3 spools cotton @ 5^. F. M. Leavitt, 1 pr. 
gloves, $ 1.25. F. 0. Landon paid cash on %, $ 40. Cash on hand at close of business, $ 960.27. 

Jan. 18. Charges : E. E. Devoll, J yd. elastic @ 10^ ; 1 pc. yarn, 3^ ; 1^ yds. lace @ 10^. 

F. 0. Landon, 2 doz. buttons @ 3^ ; 3 yds. cambric @ 7^. Paid clerks in cash, Henry Paul, 9 9 ; 
Annie C. Rand, $ 5. Cash on hand at close of business, $ 1000.22. 

Jan. 20. Charges : D. Cochrane, 1^^ yds. lace @ 37^^ ; 1 comb, 15^. A. B. Clark, 1 pr. mittens, 
2off. Paid Hunt & Babson, express bill for December, $ 3.75. Bought of Walker, Stetson, Sawyer Co. 
at 5/10, invoice mdse., $ 141.37. Drew out for personal use, $ 15. Cash on hand at close of business, 
$1021.46. 
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Jan. 21. Charges : 8. A. Miles, 1 pattern, 37^ ; 2 shirts @ 37|^ ; 1 pr. drawers, $ 1. J. H. 
Russell, 1 spool silk, 10^ ; 1 J yds. insertion @ 20^. Paid rent for last quarter of 1889, $ 150. L. W. 
Merriam paid cash on %, $ 100. Paid C, M. & Co.'s bill for $ 37.55, less discount. Cash on hand at 
close of business, $ 1010.21. 

Jan. 22. Charges: L. W. Merriam, 1 pc. linen, $2; 2 prs. hose @ 25^. F. M. Leavitt, 10 yds. 
print @ 6^. Cash on hand at close of business, $ 1041.56. 

Jan. 23. Charges : F. M. Leavitt, 3 yds. cambric @ 7-^ ; 1 pc. braid, Iff, E. E. DevoU, 2 shirts 
@ 75^, F. 0. Landon, 2 doz. buttons @ 18^. Paid Walker, Stetson, Sawyer Co. bill of 20th inst., 
discount, 5%. Cash on hand at close of business, $935.21. 

Jan. 24. Charges : D. Cochrane, 1 pattern, 35^ ; 3 yds. cambric @ 7^. A. B. Clark, 1 J yds. lace 
@ 10^; 2 doz. buttons @ 22^. Paid W., S., S. Co's bill for $21.37, less discount. Cash on hand at 
close of business, $ 960.02. 

Jan. 25. Charges : S. A. Miles, 1 tie, 50^ ; 1 pattern, 37^ ; 1 spool silk, 8^. J. H. Russell, 2 J 
yds. torchon lace @ 11^ ; 1 spool twist, 5^. A. B. Clark paid $ 10 on %, Drew out for personal use, 
$ 25. Cash on hand at close of business, $ 980.37. 

Jan. 27. Charges : L. W. Merriam, f yd. canvas @ 20^ ; 2 yds. crinoline @ 14^. F. M. Leavitt, 
2 bones @ 12|^ ; 1 vest, 38^. L. W. Merriam, 1 tie, 75^. Cash on hand at close of business, $ 1015.62. 

Jan. 28. Charges : A. B. Clark, 1 pattern, 15^ ; 1 pr. gloves, $ 1 ; 1 paper pins, 6^. D. Cochrane, 

1 yd. cambric, 5^ ; 2 yds. cotton @ 5^. F. 0. Landon, 3 yds. crinoline @ lA^ ; 1 sheet wadding, 5^ ; 

2 sticks twist @ 5^. Paid J., M. & D.'s bill for $ 61.40, less discount. Cash on hand at close of 
business, $976.21. 

Jan. 29. Charges : E. E. DevoU, 1^ yds. silesia @ 18^; 1 pr. hose, 25^; 2| yds. crinoline @ 10^. 
F. M. Leavitt, 1 pr. gloves, 38^ ; 3 doz. buttons @ 37^^. Cash on hand at close of business, $ 1020.14. 

Jan. 30. Charges : L. W. Merriam, 12 sheets @ 90^ ; 1 pr. hose, 37^. J. H. Russell, 1 paper 
needles, 5^; 1 net, 50^; 1 veil, 7^. Cash on hand at close of business, $1075.21. 

Jan. 31. Charges : S. A. Miles, 3 collars @ 20^; 1 pr. hose, 25^] 10 yds. cotton @ 10^. A. B. 
Clark, 1 pr. gloves, 38^; 1 comb, 25^; 1 net, 50^. D. Cochrane, 1 spool twist, 5^; 6 yds. cotton @ 
8^. Drew out for personal use, $ 25. Cash on hand at close of business, $ 1131.42. 

It is necessary first to ascertain his entire assets in order that he may make the proper entries in 
the Stock Account (Principles 28, 29). The memoranda on page 113 gives a complete statement of 
these with the exception of the amount of Merchandise on hand. 

He takes an inventory of this and finds that it has cost him $3621.42. 

His second step is to make a statement of his assets and liabilities, as follows : — 



Peter C. Bolton. 



Assets, 



1890 


1 




Jan, 1 


Cash 


52 


1 Mdse, {Inv.) 




A, B. Clark 


56 




D. Cochrane 


56 


I F, 0, Landon 


54 


i E, E, Devon 


54 


F. M, Leavitt 


57 


1 L. W, Merriam 


57 









373 50 

3621 42 

3 62 

21\42 

39 27 

21 21 

I 26 42 

91 21 



4198 07 



1890 
Jan, 1 





Liab 
57 


Uities. 


Shepardf Norwell & Co. 


1 1 
83 57 


W,y S.y S, Co. 


54 


21 37 


J, M. & D. 


55 


61^40 


C, M. & Co. 


56 


37 55 


Stock 




3994 18 



4198 07 
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This statement may be made in the Ledger or on a separate sheet of paper. It should be pre- 
served for reference. 

His third step will be to open a Journal and to put into it the record of the condition of his 
business. 

If he makes a Journal Day Book, his record may be as follows : — 

Wakefield, Mass., Jan, i, 1890. 



116 


Cash per Cash Book 




373 50 




116 


Merchandise per Inventory 




3621 42 




56 


A. B. Clark, On % 




3 62 




56 


D. Cochrane, " 




21 42 


1 


54 


F. 0. Landon, " 




39 27 


i 


54 


E. E, Devon, " 




21 21 




57 


F. M. Leavitt, « 




26 42 




57 


L. W. Merriam, " 




91 21 




57 


Shepard, Norwell & Co., 


On% 


1 1 


83 57 


54 


Walker, Stetson, Sawyer Co. 


a 


1 




21 37 


55 


Jackson, Mandell & Darnell, 


u 






61 40 

1 


56 


Coleman, Mead & Co. 


(( 


1 


' 37 55 


116 


Stock Net Investment, 1 






3994 18 



His fourth step will be to post the Journal. All but three of the items, Ciish, Merchandise, and 
Stock, are already in the Ledger and will therefore require no posting. He will place the appro- 
priate page numbers in the Journal in their proper places to indicate this fact. Cash, Merchandise, 
and Stock accounts must be opened and the proper amounts must be posted to them from the Journal. 
These three new accounts will appear as follows : — 



Dr. 



Stock. 



Cr. 



1890 
Jan. 1 i Sundnes 



116 3994 IS 



Dr. 



Merchandise. 



1890 
Jan. 1 , Sundries 



116 



Cr. 



3621 42 



Dr. 



Cash. 



Cr. 



1890 
Jan. 1 Sundnes 



116 373 50 



h 



Note. — He may omit the Journal entirely, and simply open a Merchandise account, a Cash account, 
and a Stock account, and enter the proper items. The following Set illustrates a method of abbreviating the 
Journal when there are many personal accounts. 
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These four steps constitute all that he will need to do in making the change from single to 
double entry. 

The regular transactions of the day will then be recorded in the order of their occurrence pre- 
cisely as in single entry. 

At the close of the day, week, or month, he will make the few additional entries which are required 
to cause the necessary equality between the two sides of the Ledger, as follows : — 

He foots his Sales Book and so ascertains the amount of credit sales. He make the entry "Mer- 
chandise, Cr." and posts the amount to the Merchandise account in the Ledger. 
The Sales Book closed for the day will present the following appearance : — 



Wakffield, Mass., Jan. i, 1890. 





S. A. Milea i ' 




' 


1 yd. Flannel 25 






i 


2 yds. Flannel @ 20^ 


40 


* 

1 




i yd. Lace® 25^ 09 | 




55 

1 


I yd. Lace @ 20^ 




10 

1 


.84 




J. H. Russell 


1 

1 






1 yd. Cambric 07 






1 j 


7 yds. Cotton @ 5^ \ ^ 35 




55 


3 yds. SUesia @ 18^ ' 


54 


1 


96 




L. W. Memam 




1 

1 


1 


1 


4 yds. Cotton @ 10^ 40 


' 


57 


1 Pattern ' 

1 


25 

1 1 

1 


,65 




F. M. Leavitt 








1 pr. Oloves 




38 


\ 




1 bottle Cologne 




26 




67 


H yds. Hamburg @ 12^f 


19 1 

i 1 


82 


1 


E. E. Devoll 






1 

i 






2 prs. Hose @ 25^ 50 






1 


4 yds. Lace @ 35^ 1 40 


' 


54 


2 Vests @ 25^ 




50 ' 

1 

1 


2 40 

1 


F. 0. Landon ^ 








' 


2 Vests @ 30^ 60 \ 


1 


54 


5 yds. Lace @ 25^ i 125 


1,86 
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Merchandise, Cr. 




7 


52 



He next takes the Cash Book, and posts the several items in their order. 

Some of these items deserve especial attention. Cash paid for rent, clerk-hire, labor, advertising, 
etc., should be entered under Expense. Cash paid to the proprietor for his personal use should be 
carried to a new account bearing the proprietor's name. This is called his personal account. When 
the Ledger is closed, the proprietor's personal account is closed into the Stock account. 

Cash received for merchandise is posted to the Merchandise account and entered on the credit side. 
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Cash. 



Dr. 



1890 
Jan, 1 



116 
56 
54 
57 
116 

116 



Jan, 2 



116 
116 



Jan, 3 



116 
116 



Jan, 4 



Jan, 6 



Balance 

Merchandise {Discount, S,, N, & Co.) 

D, Cochrane on % 

E, E. Devon on % 

F, M, Leavitt on % 
Merchandise, Sales 

Cash, Dr, 



Balance 
Merchandise, Sales 

Cash, Dr, 



Balance 
Merchandise, Sales 

Cash, Dr, 



Balance 
116 Merchandise, Sales 

116 Cash, Dr, 



Balance 



Invoice Register. 







373 


50 




46 






21 


42 






21 


21 






26 


42 






40 


67 










1 110 


18 






 483 

1 


68 






437 


63 


51 


21 










51 


21 






488 


84 



61 37 



91 40 



488 84 



61 37 
550 21 

530 21 



91 40 



621 61 
592: 61 





Ho. 

39 

41 

42 

1 43 

1 


Payee. 


Tenni. 

5/30 
5/30 
1/10 
5/30 
5/30 


1 Date 

Dec. 

it 

it 
ti 


1. 

15 
24 
26 
26 
30 


Amoimt. 


57 
56 
57 
54 
55 


Shepard, Norwell & Co, 
Coleman, Mead & Co. 
Shepard, Norwell & Co. 
Walker, Stetson, Sawyer Co, 
Jackson, MandeU & Daniell 


37 52 
37 55 
46 03 
21 37 
61 40 




1 






1 




203 89 


56 
55 
54 


44 
45 
46 


Coleman, Mead & Co, 
Jackson, Mandell & DanieU 
Walker, Stetson, Sawyer Co, 


1/10 
5/30 
5/10 


Jan, 

ti 
ti 


2 

6 

20 


91 23 

66 25 

141 37 


116 




Merchandise, Dr. 




1 

. 




288 87 
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Jan. 'J 



Jan, 3 



Cash. 



1890 
Jan. 1 


1 
67 


1 
1 

Shepardj Norwell & Co. on % 




' 116 


Cash, Cr. 



Ih fiance 



BahincQ 



Peter C. Bolton, Private % 



116 Cask, Cr. 



Jan. 4 



116 



Expense, Clerk hire 

Peter G. Bolton, Private % 

Cash, Cr. 

B^ilcuce 



Cr. 



46 05 



20 



14 
15 



46 05 

437 r,:j 



483 68 



488 84 



20 

n^O 21 

550 21 



29 

r>u2 , (11 

621 61 



J. F. 

14 
23 \ 
25 
25 
29 



12 



A. 



Invoice Register. 



J. J. A. 8. 0. ' H. 



D. 



Diaooimt. 



OaBh. 



Paid. 



1 88 


1 35 64 


Jan. 


14 


1 88 


35 67 


1 


20 


46 


45 69 


tt 


1 


\ 1 07 


20 30 


(( 


24 


3 07 


58 ^33 


h " 


28 


5 i 56' 


195 53 

1 


' 




91 


, 90 34 


Jan. 


10 



30 



7 , 07 134 > 30 



U 



23 
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The total cash received for the day (week, or month) is carried to the debit side of the Cash 
account in the Ledger, and the total amount paid out is carried to the credit side. 

When a discount is allowed for payment of an invoice before it becomes due, the credit side of 
the Gash Account should record the full amount of the invoice, and the debit side should record the 
discount as cash' received for Merchandise. In this way the Cash Book represents the actual amount 
of cash paid. The discounts should be posted to the Merchandise account because they are needed 
to show the actual cost of the merchandise. 

The Cash Book closed for the week will present the appearance which it has on pages 118 
and 119. 

Lastly, if invoices have been received during the day, the book-keeper turns to the Invoice 
Eegister, and posts the items to their appropriate accounts. Whenever he wishes to take a trial 
balance of his Ledger^ he foots the ^'Amount" column of the Invoice Begister, and posts the 
footing to the debit side of Merchandise account, because merchandise to this amount has been 
received. This should be done at the close of every month. The appearance of the Invoice Register 
at the close of the month is shown on pages 118 and 119. 



REMARKS. 

When the amount of business is small, the Cash Book and Sales Book may be posted and closed 
monthly instead of daily. 

When the business is large, the Invoice Register may be closed daily. 

The pupil should complete the entire record of Journal, Sales Book, Cash Book, Invoice Register, 
and Ledger as required for the memoranda on pages 113-115, and balance and close his Ledger on 
Jan. 31. If his work is correct, he will obtain the foUowiog Balance account. 

[The inventory of merchandise to be used is $3000. Due for clerk hire, $28.] 



Dr. 




Balance. 




(h- 


• 


1890 




1 

1 


1890 






Feb.l 


Cash 


1131 42 


Feb.l 


J. M. & D, 


56 25 




F. 0. Landon 


17 34 ' 


Expense 


28 




E. E, Devoll 


8 62 1 


Stock 


4135 76 




' S. A, Miles 


10 47 


/ 


1 




J, H, Russell 


5 01 


/ 


1 




' A. B. Clark 


6.34 










D. Cochrane 


6 38 










F. M, LeavUt 


15 22 


 








L. W. Merriam 


19 21 












Mdse. 


,3000. 

1 - ... 

4220 01 


• 


^ 








4220 01 


~- 




i 1 


~ 




~~ '— 


- - 



Note, — An account entitled ** Discounts " may be opened in the Ledger and all allowances may be posted 
to it. In this set Cash and Merchandise are posted daily. In the next set tliey are posted weekly In the 
Furniture Set they are posted monthly. The last method is most economical of time and labor. 
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QUESTIONS. 

What kind of business is described in Chapter IX. ? What is said of the principles presented in Chapter 
VUL? Of the forms? Of special forms? What is given in Chapter IX.? What business is represented? Have 
you recorded this man's dealings before ? By what method ? What is his first work in changing his books from 
single entry to double entry? Why? Give the principles referred to. Why does he take an inventory of his 
merchandise? (Let the pupils ask the dealers with whom they are acquainted how they take an account of stock.) 
What is his second step? Where should the statement be put? Why should it be preserved? What is his third 
step? (May the Journal be omitted? If omitted, what should be done?) What method of abbreviating the 
Journal is referred to in the note? What is his fourth step? What alone is done to most of the Journal entries? 
Why ? What new accounts need to be opened ? When he has taken these steps, how will he proceed ? When 
will entries be required that were not required in his record made by single entry ? Are these additional entries 
many? What new facts about his business do they give him? Is the information worth the labor which it 
costs? Give the additional entries in detail in the order in which he should make them, and state why each 
should be made. What items are charged to Expense? What new account is spoken of? What is carried to 
it? (Merchandise taken from the store for the proprietor's use should be charged to his personal account.) What 
is done with the proprietor's personal account when the Ledger is closed ? What is carried to the Cash Account 
in the Ledger ? IIow often in this set ? If the cash were posted only once a week, or once a month, what should 
be done at the close of each day ? When a discount is made for paying bills before they are due, what two 
methods of treating them are given? Which is illustrated in this set? Explain the additional entries in the 
Invoice Book. How often does he post the items to the accounts of the persons from whom the goods have been 
received ? How often does he post the cost of his goods to the Merchandise account ? Why should the persons 
be credited promptly ? Give the substance of the remarks on page 120. 



CHAPTER X. 
Form VII. Exercise 19. 

RETAIL GROCERY AND PROVISION BUSINESS. 

Let us suppose that Sawyer, Pratt & Lyman, whose business for the first eleven days of January, 
1890, is recorded on pages 66-84, wish us to change their method of book-keeping from single entry 
to double entry. What steps must we take ? 

The preceding explanations and illustrations show us that two great steps are necessary : first, 
the opening of such new accounts as are needed to give a complete exhibition of assets and liabilities ; 
second, such changes and additions in the books of original entry as will secure the twofold record 
which is the essential feature of double entry. 

On page 84 we find a complete statement of the assets and liabilities of the firm for Saturday, 
January 11, 1890. Let us inquire first what new accounts must be opened. On examining the list 
of assets and liabilities, we find four items. Cash, Store Fixtures, Merchandise, and Kent and Taxes, 
which are not shown in the Ledger. We must therefore open four new accounts, and we will open 
them in the Credit Ledger, calling this hereafter the General Ledger. 

These new accounts will be Cash, Merchandise, Stoi;e Fixtures, and Expense. Inasmuch as it is 
desirable to collect all our accounts in the General Ledger, we will transfer the proprietors' accounts 
to it and open one more account to represent all the personal accounts of the Debit Ledger. As these 
are accounts receivable, we will call their account Accounts Receivable Account. 

As a preparation for posting we will open a Journal. It will have the following form : — 



Munson, Mass,^ Jan. 13, 1890. 





Cash per C. B. 

Store Fixtures, per Schedule 


2165 
1500 


31 


1 




128 


Merchandise per Inventoiy 


5950 

1 


18 






128 


Accounts Receivable 


204 


64 






128 


Expense 




' 


39 


06 


1 


Chas. J, Sawyer 


1 




4198 


83 


1 
1 


Paul C. Pratt 






2616 


04 




Henry 0. Lyman 






2616 


54 




Hall & Hubbard 


1 


1 


51 


46 




Bicknell, Cobb & Co, 


1 


1 


76 


18 




M. C Solomon 


1 


1 


222 


02 



The pupil should open a Journal as above, and post to his Ledger •* B." He will then take a trial 
balance of his General Ledger. 

What changes must be made in the books of original entry? These are very few. We have 
already opened a Journal ; in this should be placed such items as do not appear in the Order Book, 
Cash Book, or Invoice Register. 

Note. — The Journal may be omitted, and tho Ledger opened directly from the statement. 
122 



RETAIL GROCERY AND PROVISION BUSINESS. 123 

The Cash Book should be kept as exhibited on pages 126 and 127. 

The Invoice Register is kept and posted precisely as in the last Form. 

The Order Books should distinguish between sales on account and Gash sales. The best method 
of doing this is to enter the prices of the several articles ordered in the item column as they are 
recorded, and full extend only such as are to be charged to the accounts of customers. 

At the close of the week (or month), the money columns are footed and the amount carried to 
the credit of Merchandise and to the debit of Accounts Receivable. 

Since Kent and Taxes are not paid during the week represented, Expense should be debited 
with the proper inventory of the indebtedness at the close of the month. 

The following exercise is a continuation of Exercise 9. The pupil should make the proper 
entries in all the books, take a trial balance, and close his General Ledger. 

The Cash Book, portions of the Order Book and the Greneral Ledger, the Invoice Register, and 
the Trial Balance are given on pages 125-129. 

MEMORANDA FOR EXERCISE 19. 

Monday^ Jan. 13, 1890. Order Book No. 1 contains the following orders : Henry Alexander, 
1 jar raspberry jam, 25^ ; 1 can tomatoes, 12^. Charles Sylvester, 1 can corn, 16^ ; 2 lbs. onions @ 
6^ ; 1 gal. oil, 13^ ; 6^ lbs. beef @ 10^. S. C. Tower, 1 lb. coffee, 33^ ; 1 yeast cake, 2^ ; 1 doz. 
oranges, 35^. 

Order Book No. 3 contains the following orders : Nathaniel Corning, 3 lbs. steak @ 33J^ ; 1^ lbs. 
pork @ 25^. James Wilson, ^ pk. potatoes, 13^; 3 gals, oil @ 13^. D. A. Murdock, IJ lbs. lamb 
chop @ 25^ ; 1 yeast cake, 2^. 

Order Book No. 5 contains the following orders : Peter G. Wilder, 1 pk. potatoes, 25^ ; 1 can 
com, 15^ ; 2 lbs. rump steak @ 26^. 

Order Book No. 7 contains the following orders : L. W. Day, 1 lb. butter, 33^ ; 1 lb. sausage, 
12^. 

Bought of Hall & Hubbard, @ 5/30, invoice of meats, $ 39.62. Cash on hand at close of busi- 
ness, $ 2210. 

Tuesday^ Jan. 14, 1890. Order Book No. 2 contains the following orders: S. C. Tow^r, IJ lbs. 
corned beef @ 12^ ; 1 pk. potatoes, 25^. Henry Alexander, 3 pts. pea beans, 15/ ; 1 lb. salt pork, 
10/. J. A. Drown, 1 gal. oil, 13/. G. W. Smith, 1|^ lbs. pork steak @ 10/; 1 pk. potatoes, 25/. 
Charles Sylvester, 1 lb. coffee, 35/. 

Order Book No. 4 contains the following orders : Martin Fletcher, 1 qt. milk, 8/ ; 2 qts. apples, 
10/. N. Corning, 1 broom, 30/; ^ lb. cheese, 8/. D. A. Murdock, 4 qts. onions @ 5/; 3^ lbs. 
chicken @ 20/. Fletcher paid 9 30 on %. 

Order Book No. 6 contains the following orders : James Wilson, 6 lbs. corned beef @ 12/; 1 gal. 
oil, 13/. W. P. Rogers, \ lb. pepper, 10 ; 1 qt. vinegar, 4/. L. W. Day, soup beef, 10/ ; 1 lb. coffee, 

35/. 

Order Book No. 8 contains the following orders : W. H. Dunn, 2 doz. oranges @ 25/. H. E. 
Stone, 37 Webster St., cash, 1 bbl. flour, $ 7.50. 

Bought for cash 30 bu. potatoes @ 85/. Cash on hand at close of business, $ 2241.38. 

Wednesday, Jan. 15^ 1890, Order Book No. 1 contains the following orders : J. A. Drown, 1 
chimney, 10/; \ lb. pepper, 10/; 1 bottle olives, 42/. G. W. Smith, 1 cake sand soap, 8/; 1 pkg. 
soapine, 12/. 

Order Book No. 3 contains the following orders : Nathaniel Corning, 1^ lbs. ham @ 20/ ; 1 pk. 
Baldwin apples, 40^. Moses White, 5 lbs. soup bone @ 7/ ; 1 bbl. flour, $ 6.75. D. A. Murdock, 2 
cans tomatoes @ 12/; 1 can corn, 15/; 2 lbs. rump steak @ 25/; 1 doz. oranges, 25/. 

Order Book No. 6 contains the following orders : W. H. Dunn, ^ lb. soda crackers, 8/ ; 4^ lbs. 
leg lamb @ 18/ ; 1 doz. oranges, 25/ ; 1 qt. oysters, 60/. Peter G. Wilder, 1 can baking powder, 50/ ; 
1 doz. eggs, 33/. 
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Order Book No. 7 contains the following orders : A. C. Cooper, 19 Maple St., cash, 1 lb. currants, 
25^ ; 2 lbs. mutton chop @ 25^. Alvin Brown, 17 Pine St., cash, 1 head lettuce, 10^; 1 lb. steak, 25^. 

Paid Henry Dutton cash for vegetables, $ 18.72. Mr. Pratt drew for personal use, 9 25. Paid 
Smith & Co. cash for oysters, 60^. Paid B., C. & Co.'s bill of Dec. 18, less discount. Paid R. C. Sol- 
omon's bill of Jan. 2. Overdue, no discount. Cash on hand at close of business, $2050.10. 

Thursday, Jan, 16^ 1890, Order Book No. 2 contains the following orders : Henry Alexander, 
3J lbs. corned beef @ 12.^ ; 1 doz. eggs, 25^. J. A. Drown, 5 lbs. sugar @ 7^if ; 1 can cocoa, 35^. 
G. W. Smith, 1^ lbs. lamb chop @ 25^. 

Order Book No. 4 contains the following orders : Martin Fletcher, 1 pk. salt, 15^ ; 1 lb. coffee, 33^ ; 
1 yeast cake, 2p. Nathaniel Corning, } lb. ham, 15^ ; 2^ lbs. lamb chop @ 25^. Moses White, 1 pk. 
potatoes, 25^ ; 1 doz. oranges, 35^. John C. Chase, 1 pkg. starch, 10^ ; piece meat for stew, 10^ ; 1 can 
corn, 15^. D. A. Murdock, 1| lbs. butter @ 33^ ; 1 lb. cheese, 16^. 

Order Book No. 6 contains the following orders ; James Wilson, 3 lemons, 5^ ; 1 pt. milk, 4^ ; ^ 
bu. potatoes, 45^. W. H. Dunn, 1 doz. eggs, 35^. Peter G. Wilder, 1 J lbs. salt pork @ 10^ ; J lb. 
cream of tartar, 15^. 

Order Book No. 8 contains the following order : Charles P. Greaton, 37 Mulberry St., cash, 1 lb. 
macaroni, 15^; 10 lbs. sugar @ H^, 

Cash on hand at close of business, $2081.96. 

Friday, Jan. 17, 1890, Order Book No. 1 contains the following orders: G. W. Smith, 1 pk. 
potatoes, 25^ ; 1 can corn, 15^. Charles Sylvester, 6 lbs. squash @ 4^ ; 1 lb. butter, 33^. 

Order Book No. 3 contains the following orders : Nathaniel Corning, 3 gals, oil @ 13/^ ; 1 loaf 
bread, 5^. Moses White, 1 doz. oranges, 25^; 1 pkg. rolled oats, 12^. 

Order Book No. 5 contains the following orders : James Wilson, 3 lbs. butter @ 35^ ; 1 doz. eggs, 
40^. W. P. Rogers, 2 lbs. steak @ 25^ ; 1 yeast cake, 2^. L. W. Day, 1 pt. oysters, 30^ ; 1 lb. 
crackers, 12^. W. H. Dunn, 1 pk. potatoes, 25^ ; 1 lb. salt pork, 10^ ; 1 yeast cake, 2^. 

Order Book No. 7 contains the following order : A. C. Cooper, 19 Maple St., cash, 1 bu. potatoes, 
85< 

Paid P. C. Brown cash for loaf of bread, 5^. Paid Smith & Co. for 1 pt. oysters, 30^. Cash on 
hand at close of business, $2129.41. 

Saturday ^ Jan, 18, 1890. Order Book No. 2 contains the following orders : S. C. Tower, 1 can 
salmon, 20f^ ; 2 lbs. butter @ 33^. Henry Alexander, 1 qt. milk, 8^ ; 6 eggs, 13^ ; 1 bag flour, $ 1.00 ; 
J. A. Drown, 3 J^ lbs. squash @ 4^ ; | lb. cheese, 10^. G. W. Smith, 1 lb. coffee, 33^ ; i bu. potatoes, 
45^. 

Order Book No. 4 contains the following orders : Henry George, 19 Webster St., cash, 1^ lbs. 
mutton chop @ 25^. Martin Fletcher, 1^ lbs. pork steak @ 12^. John C. Chase, 2 cakes soap @ 7^ ; 
dog meat, 5^. 

Order Book No. 6 contains the following orders : James Wilson, 7 lbs. corned beef @ 10^ ; 1 can 
corn, 15^ ; 1^ lbs. steak @ 25^. Wm. P. Rogers, 3 lemons, 6^ ; 1 yeast cake, 2^ ; 1 doz. oranges, 35^. 

Order Book No. 8 contains the following orders: L. W. Day, 1 bbl. flour, $7.50. Henry Ander- 
son, 18 Adams St., cash, 1 bbl. flour, $6.75. 

Paid weekly salary to book-keeper and salesmen. Cash on hand at close of business, $2150.62. 
Mdse. on hand, $5600.60. Three weeks' rent and taxes unpaid, $58.59. (Charge this as Balance to 
Expense in Red Ink. It is an inventory of Indebtedness.) 

Close and balance all accounts. 
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Order Book No. 6. 
Munson, Jan, 14, 1890, 



Order Book No. 8. 

Munson, Jan, 14, 1890, 





James Wilson 


II 

t 






6 a Beef 


.72 






Gal, Oil 

» 


•^^, 


85 




W, P, Rogers 


1 






\ i Pejyper 


.10 






QL' Vinegar 


.04 1 


14 




; L, W, Day 








Soup Beef 


.10 






1 Coffee 


.35 . 


45 




- - Jan, 16 


- — 






\ James Wilson 


1 






1 3 Lemons 


.05 1, 






Pt, Milk 


.04 






^ Potatoes 

1 


.45 


54 




, W, H, Dunn 


 






12 Eggs 


.35 


36 




P, G, Wilder 


1 






i ii S, Pork 


.13 






i 0, Tartar 


.15 

1 


28 




,/ Jan, 18 - 








James Wilson 


1 






7 0, Beef 


,70 






1 Can Com 


,15 






H Steak 

1 


,38 1 

'1 


23 




W, P, Rogers 


'I 






3 Lemons 


.05 






Yst, Cake 


.02 






12 Oranges 


.35 , 


42 


'28 


Mdse, Cr, 


, 4 


26 









— 



Paid 



Paid 



Paid 
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W, H, Dunn 
24 Oranges 



.50 



H, E, Stone 
\ 37 Webster St, 
Bhl. Flour 7.50 

- Jan, 16 

' Chas, P, GreaJton 
, 37 Mulberry St. ' 
1 Macaroni ,15 \ 
10 Sugar .75 

Jo 

— Jan, 18 ' 



L, W, Day 
Bbl, Flour 



7.50 



Hem*y Anderson 
18 Adams St. 
Bbl, Flour 6.75 ' 

Mdse, Cr, ' 



50 



7 50 



8 \00 
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Cash. 



1890 
Jan. 13 

14 

u 

15 

it 

16 
17 

18 



y/ 

V 

V 
V 
V 
V 

V 

128 
128 



Balance 

Mdse. 

M. Fletcher 

Mdse. 



Sales 

Sales 

Dis. B. C. & Co. 

SaJes 

a 
u 



u 



Mdse. 

Accounts Receivable 



Cash Dr. 



Jan. 20 



Balance 







Dr. 






Mdse. 


Aoots. 


Beo. 


Sondi 


in. 
31 


1 
1 








2165 


44 


69 , 


* 


— 






30 






26 88 








3 81 










65 87 








81 86 


1 




47 80 






76 21 \ 






297 12 

1 




297 12 




• 


30 




30 






1 327 12 

1 


' 




t 


2492 43 


_ 















2150 


62 

1 



Ikvoice Register. 



L.F. 



128 



Ko. 



Payee. 



1 

2 
3 
4 



Bicknell, Cobb & Co. 
R. C. Solomon 
R. C. Solomon 
Hall & Hubbard 

Hall & Hubbard 
Mdse. Dr. 



I — 



Terms. 

5/30 

10/30 

1/10 

5/30 

5/30 



Date. 



Dec. 

u 

Jan. 

it 



18 
29 
2 
6 



Jan. 13 



Amoont. 

76 18 

81 56 

140 46 

51 46 

39 62 

39 62 



Trial Balance. 



Dr. 



Cr. 



Amounts. 



an. 18 


1 
1 


C. J. Sawyer 


li i( 




P. C. Pratt 


i( it 




H. 0. Lyman 


It It 




Cash 


ti tt 




Fixtures 


tt u 


128 


Mdse. 


tt tt 


128 


Expense 


(t (t 




Hall & Hubbard 


tt tt 




R. C. Solomon 


tt tt 


128 


Accounts Receivable 


- — 







25 i 

2492 ; 43 
1500 ' 
i 6034 97 

I 55 

140 , 46 
250 i 61 

10498 47 



i 4198 83 

' 2616 04 

2616 ( 54 

I 341 81 



343 , 09 
39 ' 06 
91 ^08 

222 02 
30 ^ 

10498 I 47 



Dr. Cr. 

Balanoes. 



2150 62 
1500 

5691 88 

15 94 



220 61 
9579 05 



4198 83 
2591 04 
2616 54 



91 08 
81 56 

9579 05 
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Cash. 



1890 




1 






Jan, 14 


1 ^ 


1 Mdse, 




Potatoes 


" 15 


y/ 


P. C. Pratt 


Vegetables 


it it 
tt n 
u a 


1 V 


Mdse, Oysters 
Bicknell, Cobb & Co, on % 
R, C Solomon " " 


*' 17 

« 18 


1 ^/ 

y/ 

\l28 


Mdse. 
Expense 

i- u 




Bread^ Oysters ^^ 
Book-keeper 
Salesmen 
Mdse. 


 


\128 

1 


i 

1 




Expense 
Cash Cr. 



Baliuice 



Mdse. 

I 
I 

25 50 

18 \72 



Cr. 

Ezpense^ 



\60 



45 



35 



17 



Sundries. 



25 





76 


18 




' 140 

1 


46 


10 




1 


45 








' 45 

\ 


17 


55 


55 

1 


1 




341 


81 




1 2150 


fJ'J 




,~2492 


43 









J. F. 



.17 

' 28 

12 



I Mkt 



12 



A. 



J. 



Invoice Register. 



J. A. 8. 0. H. D. 



Diaconnt. 

5 '<92 



Gash. 



Paid. 



72 ' 37 Jan. 15 



140 46 Jan, 15 






1890 
Jan. 18 Cash 
** " , Fixtures 
*^ " Mdse, 
^ " Accounts Receivable 





Balance. 






• 


1890 ! 






'2750 62 


Jan, 18 


C, J, Sawyer 




1500' 


iC li 


P, C. Pratt 


128 


5600 , 60 


1 


H. 0. Lyinan 


128 


' 220 61 




Expense 




1 


1 a it 


Hall & Hubbard 






1 1 


R. C. Solomon 




9471 83 


1 
' - - 1 





4143 56 

2535 77 

2561 27 

128 58 59 

91 08 

81 56 

9471 83 
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Merchandise. 



1890 




1 


1 


' 1890 




' " ' 


1 


" 


Jan, 13 Sundries 


J. 


122 ' 


5960 18 


Jan. 18 


Cash 


C.B. 


126 


297 12 


« 18 


Sundries 


LB. 


126 


39 62 


a u 


Sundries 


0,B. 


No.l 


3 91 


ti a 


Oa^ 


C.B. 


127 


45 17 


ti u 


iC 


a 1 


2 


6 40 










0034 97 


t( a 


t( 




8 


12 








1 


1 


tc u 


u 




4 


4 72 








1 


1 


(( a 


a 




5 


6 23 












(t a 


u 




6 


4 26 








1 


1 


a a 


u 




7 


45 














a it 


ti 




8 


8 








1 












343 09 : 














.k <k 


Bala lire {Inc.) 






.IfSnO fin 










1 




>( (» 


Loss and Gain 






Ul 2^ i 




Balance 




1 


6034 

1 

p600 

T 


97 
60 


vcm 








6034 97 

• 

1 
1 


Jan. 20 



1890 
Jan. 18 



Cash 

BahiiKr {Iiiv.) 



C B. 127 



55 

58 50 



1890 
Jan. 18 Sundries 



113 \59 



Loss and Gain 



Balance 



Accounts Receivable. 



X 122 

L. 129 



39 OS 






113 59 

68 59 



1890 




Jan. 13 


Sundries 


ti 


18 


tt 

1 


it 


tt 


ti 


it 


ti 


ti 


ft 


tt 


tt 


ft 


it 


a 


tf 


tt 


ti 


it 


tt 


ft 


tt 


tt 


ft 



Jan. 20 Balance 



J. 
O.B. 



tt 
tt 
tt 
tt 
tt 
it 



122 
No.l 
2 
3 
4 
6 
6 
7 
8 



204 64 

3 91 
6 40 

12 I 

4 72 
6 23 

4 m 

46 

8\ 



250 61 
220 \6i 



1890  
Jan. 18 Cash 

■' '' Hall nice 



C.B. 126 80 

220 HI 



260 61 
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Loss AND Gain. 



1890 
Jan, 18 I Mdse, 

Expense 






128 
128 



91 28 
74 58 



165 



81 



Jan. IS I C. J. Sawder 
P. a Pratt 
11. 0. Lyiaan 



I 

J/5 27 
.7 J 27 

165 81 



QX7B8TION8. 

What business is represented in this chapter? To whom does the business belong? What change is to be 
made in the method of keeping books? How many steps are necessary? What is the first? the second? What 
new accounts must be opened? In what book? By what name shall we call this book hereafter? Why put 
the proprietor's account in the General Ledger? What does the Accounts Receivable account represent and 
include? What items are put in the Journal? Could the Journal be omitted? Why take a trial balance of the 
Ledger after posting the Journal ? What other items will be recorded in the Journal ? How is the Cash Book 
ruled? What is put in the first column? the second? the third? How many sets of money columns on the 
debit side? What is put in the first money columns? second? third? How many sets of money columns on the 
credit side ? What is placed in the first ? second ? third ? To what acoount is the footing of the merchandise 
column carried? The Accounts Receivable? How often is the merchandise posted from the Cash Book? 
Accounts Receivable? What are recorded in the Merchandise columns? In the Accounts Receivable columns? 
In the Expense columns? Sundries columns ? From which columns do you post? For what purpose is the check 
mark used in the page columns ? How often should the Cash Book be proved ? What is said of the Invoice 
Register? What distinction should be made in the Order Books? Why? How is this distinction best made? 
When are the Order Books footed ? What is done with the amounts ? What column is footed in the Invoice 
Reg^ter? How often is it posted, and to what account? To what should the balance of the Accounts Receivable 
account be equal? AVhat entry is made to exhibit the rent and taxes remaining unpaid at the end of the 
week? Why? 



CHAPTER XI. 

Form VIIL 
the special column journal. 

It is sometimes a saving of labor to combine in the Journal for a certain period, as a week or a 
month, the amounts which are to be posted to the most important accounts. This is effected by opening 
special columns for these amounts in what is called a Special Column Journal. At the end of the 
week or month the special columns are footed and their sums are posted to their several accounts. 
Any number of special columns may be opened, according to the nature of the business, three or four 
being the usual number. 

A study of the following page will give the pupil a knowledge of this form of Journal and the 
method of using it. 

He should prepare a Journal and a Ledger for both weeks and take a Trial Balance. 



Exercise 20. 

New York, Aug. 1, 1891. Henry P. Conley begins the flour and grain business with the fol- 
lowing resources : Cash, $ 2000 ; Store Fixtures, Public Scales, and Team, $ 1000 ; Flour per inven- 
tory, $10,000; Grain per inventory, 3 3600. 

Aug. 3. Bought of W. Wright & Co. for cash, 300 bbls. AA Flour @$5. 

Aug. 4. Paid rent for August in cash, $ 50. 

Aug. 5. Served as expert in making an inventory of a bankrupt stock of goods, and received for 
services, $25. 

Aug. 6. Sold Hall Johnson on account, 10 bbls. BB Flour @ $ 4.75. 

Aug. 7. Sold Quentin Boss on his note at three months, 100 bbls. A A Flour @ $ 5;25. 

Aug. 8. Paid salaries of clerks and proprietor, $ 140. 

Aug. 10. Paid for insurance on stock for year ; $ 10,000 at 75^ per hundred dollars. 

Aug. 11. Sold Hiram Corbett on account, 175 bbls. Forest City Flour @ j^3.90. 

Aug. 12. Bought of James Grorham on note @ 3 mos., 50C bags Meal @ 95^. 

Aug. 13. Paid for advertising, $ 15 ; for stamps, $ 3 ; for bill heads, $ 11.50. 

Aug. 14. Received for weighing, $15. 

Aug. 15. Paid salaries of clerks and proprietor, $ 140. 



QUESTIONS. 

What is the use of the Special Column Journal? How many special columns may be opened? To whst 
kinds of business do you think this form adapted ? 
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Trial Balance 



Dr. 



" 1891 


L.F. 




Aug. 15 




Henry P. Conley 

Cash 

Merchandise 

Expense 

Services 




• 


HaM Johnson 
BUls Receivable 
Hiram Corbett 
BUls Payable 
Fixtures 


— — 







2040 
15575 
434 \50 

47\50 
525 
' 682 50 

I 
I 1000 

20304 50 



Cr. 



16600 
1934 50 
1255' 

40 \ 



475 



\2030i 50 



i; 






CHAPTER XII. 
Form IX. 

FURNITURE BUSINESS. 

This set illustrates a form of Book-keeping adapted to the furniture business or any similar busi- 
ness combining wholesale and retail transactions. 

HOW GOODS ARE BOUGHT. 

Goods are bought of manufacturers or jobbers. At the time of ordering the buyer makes a care- 
ful memorandum of the kind and amount of goods ordered, with price, terms, time of delivery, and 
any other items which he wishes to preserve. 

When the goods arrive, they are received by the Receiving Clerk, who strips and examines them, 
and enters them in his Receiving Book. If the goods are not in perfect condition, he records in the 
Receiving Book the condition in which the goods came to him. 

The Receiving Book is an important book, and is carefully preserved and* often referred to. 
Being a book of original entry, it may be brought into court as evidence of the receipt or non-receipt 
of goods. 

The invoices of all goods bought are compared with the records in the Receiving Book. If the goods 
and invoice do not agree with the memorandum of purchase, terms or prices will be corrected on the 
invoice in pencil, and information sent to the shipper. Imperfections or substitutions will also be 
settled by correspondence with the manufacturer. 

Shipping receipts, or Bills of Lading^ are generally sent with the invoice. These certify that a 
certain number of " pieces " have been received by the Transportation Company. The local notice 
from the freight agent should give the same number of pieces as the shipping receipt sent by the 
manufacturer. The shipping receipt and the receipted bill of the Company for transportation charges 
should be carefully filed as soon as they are verified. 

For convenience in filing invoices, the book-keeper places them in an invoice fUe, which resembles 
a large wallet, and contains pockets, or pouches, alphabetically arranged. The invoices remain in this 
file till the end of the month, when they are transferred to the Invoice Book. 

The Invoice Book is an immense scrap-book, containing only covers and stubs. The stubs are 
ruled with two or three sets of money columns, and a column for entering a Ledger page. At the 
close of the month the book-keeper inserts the invoices by sticking them to the stubs in the following 
manner : — 

He takes from the invoice file all the invoices which he has received from any one party during 
the month, sees that they are arranged in the order of their dates, evenly and smoothly. He then 
turns them with the back toward him, and by bending them over his fingers several times moves them 
so that the edge of each invoice projects about a quarter of an inch beyond the one above it. He 
then lays them upon his desk and puts mucilage upon the exposed edges. By this method all of the 
invoices are gummed ready for inserting. He then takes the top one and sticks it at the top of the 
last stub in his book with the face up. He then takes the next and puts it over and below the first 
in such a way as to cover the first except its heading. In this way he puts them all into the Invoice 
Book before the mucilage has time to dry. The appearance of one page of his Invoice Book is shown 
on page 145. 
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When the invoices for the month have been inserted, the book-keeper enters in the money 
columns the several amounts, opposite the names of the sellers, — short extending in the column 
nearest to the invoices, and full extending in the other. 

When the foot of a page has been reached, the left-hand money columu is added, and its amount 
is placed at the bottom and transferred to the top of the same columu on the preceding stub. 

In this way the amount of Merchandise bought for the month is found, and is posted directly 
from the Invoice Book to the debit side of the Merchandise Account at the close of the month. The 
page of the Ledger to which it is posted is put in the " Ledger Folio " column of the Invoice Book 
to indicate that the posting has been done. 

Since Merchandise is debited, the proper persons should be credited. This is also done directly 
from the Invoice Book. Each party is credited with the several amounts which have been purchased 
from him during the month, and the posting is noted by the proper page mark in the margin of the 
Invoice Book. 

This completes the record of the purchases. Let us see what further records become necessary 
when the goods are paid for. 

Early in the following month the firm will receive statements of goods bought during^he month. 
These statements will have a form somewhat as follows : — 



Monthly Statement. 



((2M'€i^^j (JuA^u a^ (^o. 




\d/(jm, c/'^€zdd., (^/ y, y^f^y 



In AeeodNT with Qh^^'fi^m ^. s2^ui^ ^ &, 



Sept 


I 


Mdse. as j)er bill rendey'ed 


18 I 42 


a 


12 


U U U U it 


17 31 


li 


15 


u i( u a (( 


19 ' 26 


u 


23 


i( U U (( (( 


140 


26 . 



195 25 



When the statements are received, they are compared with the invoices, and if found correct, 
ought to be promptly paid. When a statement contains items due on several days, the average time 
may be found and payments made accordingly. Sometimes all bills due in any month are paid on 
some stated day of the month following. 

To pay the bill, a check for the amount due is sent, with the statement, to the seller, and the 
proper entry is made in the Cash Book or Journal. The seller returns the statement receipted, and 
it should be properly filed. 

The records described are for goods bought on account, and paid for when due. If goods are 
bought for " net cash," similar records should be made, and the cash should be paid or sent without 
the Monthly Statement. 

If the book-keeper wishes, bills for expense may be filed in a separate part of the Invoice Book, 
or a separate Expense column may be kept, and its footing carried to the debit side of Expense 
Account. 

Remark. — It is possible to begin filing with the first stub and so fill up the book from the beginning. In 
this case, of course, the amount would be transferred to the following stub. It is much easier, however, to begin 
at the close of the book, and work backward as directed in the text. 
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HOW GOODS ARE SOLD. 

When goods are sold for cash, and delivered immediately to the purchaser, no other record is 
needed beside the record of the cash received. The salesman passes the money to the cashier or book- 
keeper, usually with a memorandum of the sale. The memorandum is kept till the close of the day, 
to aid in verifying the cash on hand. These sales and small expenses are recorded in a Petty Cash 
Book. 

When goods are sold for cash, and are to be delivered, or sent by messenger, express, or freight, 
the salesman makes a memorandum of the goods sold, with their prices, in an Order Book ; the book- 
keeper makes out a bill for the goods and receipts it, and it is given to the purchaser. The sales- 
man's memorandum is given to the Shipper, who sees that the goods are packed and sent ; and the 
record of the sale is transferred from the Order Book to the Sales Book. 

When goods are sold on account, and delivered to the customer, an unreceipted bill is given or 
sent to him, and the proper record is made in the Sales Book. 

When goods are sold on* account, and are to be sent by messenger, freight, or express, a record is 
made in the Order Book, and the Shipper sees that the goods are sent, as in cash sales of the same 
kind. At stated times the Order Book is passed to the book-keeper, who copies its records into the 
Sales Book, and makes and sends the invoices. Check marks are made in the Order Book to indicate 
that the items have been transferred to the Sales Book. 

At the close of the month the Cash column in the Sales Book is footed, and its total is carried to 
the Merchandise column in the Cash Book. The total credit sales recorded in the Sales Book for the 
month are ascertained and entered on the credit side of Merchandise Account. The transactions 
recorded in the Petty Cash Book are massed and transferred to the Cash Book. [The personal items 
in the Cash Book and Sales Book are posted daily.] A Trial Balance is taken, and Monthly Statements 
are sent to customers ; the accounts are carefully examined to see if any are overdue, and proper steps 
are taken to secure collections. 

The forms of Invoice Book, Cash Book, Sales Book, Petty Cash Book, etc., appear on the follow- 
ing pages. 

Bills Payable Account^ Bills Receivable Account^ and The BiU Book are used in this set. The 
pupil should keep a careful record in his Bill Book of all his notes and acceptances. Notes and drafts 
should be written in full by the pupil and given with bills and invoices, to the teacher for examination. 
The notes, drafts, bills, and receipts of any month may form a special assignment for some day's 
lesson. The Bill Book is used as a Principal Book like the Invoice Register in Form VII. 

When notes are discounted, the method of reckoning the time of discount differs at different 
banks. It is believed that all include the three days of grace, but the number of days in a month 
and the number of days in a year are differently estimated. So, also, some cashiers include both the 
date of the note and the date of the payment in the term of payment, and others include only one of 
these dates. 

For the sake of uniformity, the pupil, in estimating interest and discount in this treatise, will 
count the word " months " as calendar months, will count " days " by the actual number of days in 
the given time and year, will include the day of maturity, but not the day of payment or discount, in 
the time, and will estimate interest at 6%, for a year of twelve months, of thirty days each. 

For example, a note dated Feb. 1, 1892, and payable in one month, is due March 4 ; payable in 
30 days is due March 5. A note dated Feb. 1, 1891, payable in 30 days is due March 6; but payable 
in one month is due March 4. Interest for the first and fourth would be computed for one and one- 
tenth months ; for the second, for one and four-thirtieths ; for the third, for one and one-sixth. 

Bankers compute interest by means of interest tables, and the four notes mentioned in the pre- 
ceding paragraph, if sent to different bankers, might be discounted for several different terms and 
with several different results. It is an excellent plan for the pupils to write various notes and ask 
their friends who are employed in banks to discount them. 
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When an account is paid before it is due, it is just that an allowance should be made. In such 
cases no days of grace are allowed, but interest is deducted for the time of advance payment, and the 
creditor accepts the amount tendered in full payment of his bill. The usual discounts are charged to 
Merchandise, but unusual discounts, in which interest is computed, are best charged to Interest or 
Discount. 

In this set no Journal is required, such transactions as would seem to require its use being 
recorded in the Cash Book. (Notice the allowance to H. C. Hawley, Jan. 20.) When the Cash Book 
is thus used, it saves the use of one book. It is clear that the cash balance is not interfered with, for 
the same amount is entered on each side. If there were many such entries, it would be better to use 
a Journal. The practice of book-keepers varies on this point as on many others. 

The Petty Cash Book is introduced in the first two months to show its form and to give the pupil 
practice in keeping it. It may be omitted during the last month, if the teacher so directs. For the 
sake of variety^ it would be well to use a Journal and Petty Cash Book during the first moiUhj a Petty 
Cash Book during the second months and neither oftJiem during tJie third month. 

Some proprietors wish their Sales Books to include the names of all articles sold, with their prices, 
and the names of all parties to whom they are sold ; and their Gash Book to include the names of all 
parties to whom cash is paid and from whom cash is received, the items of expense for which money 
has been paid, and the exact sources of all money received. Additional work is thus put upon the 
book-keepers, but such a complete record is often useful and always convenient. 

Furniture dealers often keep what is called a Model Book, in which they enter a full description 
of every article which they buy and offer for sale. The descriptions are numbered consecutively, and 
articles are accordingly known in the store and recorded upon the Sales Books by their Model Book 
number. The various manufacturers also number their goods in their catalogues for convenience in 
filling orders. 

The Balance Sheet exhibits the present condition of the business, the losses and gains for some 
particular period, and each proprietor's present interest in the business. The principal object in mak- 
ing the Balance Sheet is to ascertain the losses or gains. In previous forms, the losses and gains 
have been found only in connection with closing the Ledger. This method gave the pupil much 
practice in opening and closing his Ledger accounts, and kept before him the great principle of 
equality in debit and credit entries. 

The balance sheet is made from the trial balance. Its form is exhibited on page 150. When a 
Balance Sheet is made, only representative accounts and the proprietor's accounts need to be closed, 
while real accounts may be left open. In many counting-rooms, personal accounts are never closed 
except when paid in full or when closed into Loss and Gain. 

Sometimes worthless accounts are gradually " scaled down " till they are extinguished, a certain 
portion of their face value being carried to Loss and Gain every year. The practice is not to be com- 
mended. An account that becomes worthless or depreciated should be at once cancelled, or scaled 
down to its actual value. 

The Stock Book is a book kept by some business men to show the amount of merchandise on 
hand without the labor of '^ taking stock." In it are recorded all purchases and their cost, and all 
sales. They are so arranged that the amount and cost of articles remaining unsold can at any time be 
determined. It has not been deemed wise to introduce the Stock Book into this set, but a form 
adapted to the- use of the furniture business is shown on page 154. 

A profit column is introduced by some book-keepers into the Day Book or Sales Book. In it is 
put the profit on every sale. The profit is determined in the following manner: The net cost of 
every article is determined, and this cost is marked upon the articles together with the price. When 
goods are sold, the salesman, or some clerk appointed to the work, enters in the profit column the 
profit on every sale. At the close of the day, or week, or month, the profit column is footed, and its 
amount compared with the expenses for the same period. 
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REMARKS ON EXERCISE 21. 

In this set, when no term of credit is mentioned in the memoranda of sales, thirty days is 
understood. 

The check marks in the Sales Book and Gash Book are placed in the page column to prevent 
errors in posting. They should be placed in the Sales Book, opposite the items of the Cash column ; 
and in the Cash Book, opposite the items of the Merchandise and Expense columns. 

The residences of all persons should be recorded with the titles of their accounts in the Ledger. 
They should also be recorded in the Order Book. 

When no discount is recorded in the Sales Book, none is to be allowed. 

In taking his Trial Balance for March, the pupil may take it by differences. To facilitate this, he 
may go over his Ledger accounts, and check with his pencil the items which are balanced by similar 
entries on the opposite side. When he has done this, he may often calculate mentally the difference 
between the two sides of an account. 

Exercise 21. 

The following memoranda show a portion of the business of Bragg, Eipley & Co. for the year 
1891. In order to show the method of opening and closing all the books, and to exhibit the various 
forms in full, the transactions of four days are taken as the work of a month, and the Ledger is bal- 
anced at the end of the third month. 

Jan. i, 189L 

James Bragg, Peter C. Eiplev; and Henry C. Pratt engage in the furniture business in the city of 
Boston. Bragg & Bipley invest a stock of merchandise valued at $ 38,750 ; Cash, 9 1750 ; Accounts 
Receivable as follows : Percival & Smith, Norfolk, Me., $ 391.42 ; Harden & Harden, Pittsfield, Vt., 
$191.36; Henry A. Ives, Brandon, N.H., $26.39; Paul C. Porter, Glendale, Ct., $103; John Hali- 
fax, London, Mass., $ 119.30 ; Prince Noble, 37 Acorn St., $46.27; Harmon C. Hall, 2b Oliver St., 
$ 76 ; Mrs. Hope C. Hawley, 31 Carver St., $ 64.25. The last seven accounts are for single invoices, 
and are due Feb. 1. The first account represents two invoices, one of $ 150, due Jan. 10, and one of 
$ 241.42, due Jan. 20. The firm is to pay the following debts : Note of Bragg & Bipley, favor of 
Home & Smith, payable at the First National Bank, Feb. 1, for $ 3500 ; Note of Bragg & Bipley, 
favor of Henry C. Austin, payable Feb. 16, at the Suffolk Bank, for $3000; and Accounts Payable as 
follows : Porter & Fall, Providence, R.I., $ 1500, due Feb. 20 ; Osgood, Brailey & Co., Winchendon, 
Mass., $ 341.42, due Feb. 1. Pratt invests $ 20,000 in cash. They are to draw $ 2500 a year each 
for their services, and share losses and gains equally. 

They make cash sales during the day : — 

To parties who take their purchases with them, $ 315.42. 

To parties whose goods are to be delivered : — 

James Argyle, 37 Spring St., 1 No. 761 Antique Oak Chamber Set, 3 pieces, polished, 24 X 30 
G. B. Mirror, $ 30. 

Henry C. Holmes, 27 Laurel St., Cambridge, 1 No. 25 A. 0. Finish Chamber Set, 3 pieces, 
18 X 24 G. B. Mirror, $19.50. 

They sell on % : — 

Percival & Smith, Norfolk, Me., net 30, 2/10, 1 No. 5 Couch, plain plush, $ 42 ; 1 No. 3 Bed 
Lounge, Sultan plush, $ 63 ; 6 No. 2 Cabinet Beds, desk combination, with mattress, @ $ 52. 

They buy of Osgood, Brailey & Co., 2/10, 3 doz. No. 2895 5-spindle Kitchen Chairs @ $ 5. They 
pay for postage stamps, $5, and discount both notes payable. They pay Porter & Fall, deducting 
interest for 1^ months at 6%, without grace. 
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Jan, 10. 

They make cash sales during the day ; — 

To parties who take their purchases with them, $190. 

To parties whose goods are to be delivered : — 

Henry Adams, 18 Somerset St., 1 No. 133 3-pc. Parlor Suite, Divan, Easy, and Reception Chairs, 
Stuffed over, ^ Turkish, silk tapestry, moss and hair top, $ 85. 

Solomon C. Tebbetts, 191 Bunker Hill St., Charlestown, 1 No. 2132 Hair Cloth Suite, 7 pieces, 
B. W. Frame, bright finish, $ 38. 

Henry P. Brown, Brockton, 1 No. 1762 B. W. 3-pc. Chamber Set, French Buhl Panels, 28 x oO 
F. B. iMirror, $50. 

Bought of Porter & Fall, 2/10, 24 No. 175 A.'O. Library Tables, 24" x 48", @ $35. 

Paid Osgood, Brailey & Co.'s bill of Jan. 1, less discount. Received cash from Percival & Smith, 
$ 150 ; from Henry A. Ives, $ 26.39. Pay insurance on stock, $ 30,000, 1 yr. @ 90^ per $ 100. 

Jan. 20, 

Cash sales per memorandum, $ 275. 

Cash sales per Sales Book : — 

Hall C. Thompson, 22 Park Ave., 1 No. 13 A. 0. Escritoire, polished, 3 F. B. Plate Mirrors, 
8" X 10", $ 26. 

Sylvanus C. Stanley, 20 Great Court, 1 No. 713 0. E. Parlor Table, 20" X 36", $ 20. 

Sales on % : — 

Hope C. Hawley, 31 Carver St., 6 A. O. Dining Chairs, box seat, @ $ 3.00. 

Harmon C. Hall, 25 Oliver St., 1 No. 67 A. O. Parlor Desk, polished, $ 22.50. 

John Halifax, London, Mass., 1 No. 871^ Parlor Suite, Sofa, Easy, Parlor, plain mohair plusb, 
all hair, $ 135. 

Received from Percival & Smith, cash on %, $241.42. Pay Porter & Fall's bill of Jan. 10, less 
discount. Received from Harden & Harden, cash in full of %. Prince Noble pays $25 on %. 
Allowed Hope C. Hawley $2 on her last bill, for damage on one chair due to careless packing. 

Jan. 30. 

Paid rent for month, $ 300 ; salaries of clerks and employees, $ 200. Each proprietor drew 
$200. Inventory of Mdse. on hand, $ 38,000. Unexpired insurance, $ 247.50. Liabilities not shown 
on books : One-twelfth of annual tax bill, $ 30 ; gas bill, $ 35 ; advertising contracted for per 
memorandum, $25. 

Feb. 1. 

Cash sales per memorandum, $ 396.42. 

Cash sales per Sales Book : — 

James P. Magoun, 36 Essex St., 1 No. 39 Oak Sideboard with Mirror, $ 85.90. 

Henry C. Boardman, 1 B. W. Chamber Set, No. 19, 9 pieces, $ 100. 

Paul C. Twombly, 38 Liverpool St., 1 Cherry Dining Room Set, No. 412, $ 192.75. 

Bought for cash of H. R. Gray, City, B. W. Chamber Set, $91. (Mark this invoice "Cash" to 
insure its being carried to the C. B. Check with "C. B." in I. B.) 

Sales on %: — 

Paul C. Porter, Glendale, Ct., 6 No. 391 Sofas, covered with plain silk plush, @ $30. Ket, 
30 d's, 2/10. 

John Halifax, London, Mass., 3 No. 10 Oak Upright Beds, F. P. Mirror, and Mattress, @ $ 95. 5/30. 

Paul C. Porter paid bill of Dec. 30, $ 103. John Halifax paid bill of Dec. 25, $ 119.30. Prince 
Noble paid cash in full of %, $21.27. 

Percival & Smith pay their bill of $ 417. Sent statements to H. C. Hall and Hope C. Hawley 
marked "Please remit." 
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Feb. 10, 

Cash sales per memoraudum, $201.18. 

Cash sales per Sales Book : — 

Henry C. Borden, 18 Summer St., 1 ^^ 32 Carpet Spring Bed Lounge, $15; 1 j^^^ Corner Chair 
in gold plush, $ 23. 

Sales on % : — 

Harden and Harden, 3 ^ 24 H. C. Parlor Suites, hard edge, @ $ 28 ; 5^9 Student Rockers, sultan 
plush, trimmed, @ $17.50. Terms, 2/30. 

Paid cash for sundry expenses per P. C. Book, $31. 

Bought of W. G. Harris & Co., @ 2/10, 1 # 37 Oak Sideboard, with Mirror, $65.20. 

Bought of W. G. Harris & Co., @ 5/30, 5 # 186 B. W. Chamber Sets, 9 pes., @ $ 100 ; 1 # 401 
Cherry Chamber Set, $ 81. 

Feb. 20. 

Cash sales, per memorandum, $382.41. 

Cash sales, per Sales Book : — 

James Magoun, 393 Park St., 1 # 31 Carpet Lounge, $ 10. 

Paul J. James, 146 Westminster Ave., 4 A. 0. Dining Chairs @ $3.25. 

Henry J. Adams, 1 ^ 46 Argyle Rug Parlor Suite, $ 85. 

Sales on % : — . 

Henry A. Ives, @ 2/30, 5 # 15 H. C. Parlor Suites, sp. edge, @ $40; 3 # 3 Rug Parlor Chairs 
@$6. 

Percival & Smith @ 5/30, 6/10, 10 # 7 Red Sultan Plush Sofas, sp. edge, @ $31.50. 

John Halifax, 2/10, 5 # 10 Oak Sideboards @ $ 39.50. 

Hope C. Hawley paid bills of Dec. 20 and Jan. 20, and H. C. Hall his bill of Dec. 20. 

Paid sundry expenses, per P. C. Book, $ 37.40. 

Sold Hampden & Brockden of East Gorham, Vt., on their note at three months, 5 ^ 761 A. 0. 
Chamber Sets, 3 pes., 24 x 30 G. B. Mirror, @ $ 24 ; 10 # 96 A. 0. Escritoire, polished, 3 F. B. Plate 
Mirrors, 8 x 10, @ $20; 5 ^ 713 O. E. Parlor Tables @ $15. This note discounted in First National 
Bank. Proceeds to our credit. [Put B. R. in L. F. column of S. B. to insure correct posting.] 

Bought of Meriden Rattan Co., 10 # 414 Rockers, @ 2/30, at $3.75 each. 

Loaned Henry P. Addison on- his note without interest, $300. 

Bought of W. G. Harris & Co., @ 2/30, 1 Parlor Suite, $ 95.50. 

Feb. 28. 
Cash sales per memorandum, $ 201.46. 

Cash sales per Order Book : — 

Henry Ogden, 198 Charles St., 1 # 201 White Mahogany Parlor Table, 20" x 24", $ 23. 

Charles C. Somers, 18 Essex St., 6 # 175 A. 0. Library Chairs @ $3.50 each. 

Paid sundry expenses as per Petty Cash Book, $13.92. Paid clerks, etc., per Pay Roll, $200. 
Pratt and Ripley each draw their monthly pay ; but Bragg, being out of town on business, does not 
draw his. Henry P. Addison paid his note of Feb. 20. 

Inventory : Mdse., $ 35,832.70. Unexpired insurance, $ 225. Unpaid bills : Bragg's salary, $ 200 ; 
Advertising, $ 150 ; Bragg's travelling expenses for last week, $ 50 ; one-sixth of annual tax bill, $ 60 ; 
gas bill, $ 70 ; rent for February, $ 300. 

March 1. 

Cash sales per memorandum, $ 303.45. 

Cash sales delivered by team : — 

Henry C. Bigelow, 18 Essex St., 1 # 2132 A. 0. Extension Table, 8 ft., $ 15. 

Prentice Q. Adams, 996 Stevens Ave., 1 # 133 Parlor Suite, silk tapestry, moss and hair 
top, $75. 
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Sales on % : — 

P. C. Porter, @ 2/30, 3 # 2132 Hair Cloth Suites @ $ 33. 

Harden & Harden, @ 5/30, 6/10, 1 doz. # 901 Fancy Floor Rocker, I. M. Frame, assorted colors, 

Bought of W. G. Harris & Co., 2/30, 36 # 2895 5-8pindle Kitchen Chairs @ $5 per doz. Osgood, 
Brailey & Co., @ 2/10, 42 # 1711 Fancy Platform Rocker, I. M., plain, @ $ 72 per doz. 

Osgood, Brailey & Co. draw on us on demand for bill due Feb. 1, and we have paid the draft. 

Percival & Smith pay bill of Feb. 20. (6% discount. Debit Mdse. in C. B.) John Halifax 
pays his bills of Jan. 10 (no discount), Feb. 1 (what discount?), and Feb. 20. P. C. Porter pays his 
bill of Feb. 1. (No discount. Why ?) 

Paid W. G. Harris & Co. bills of Feb. 10 (discount lost through carelessness) and Feb. 20 (dis- 
count saved). 

March 10. 

Cash sales delivered to purchasers, $201.19. 

Cash sales delivered by team : — 

Henry C. Jones, 1896 Marlboro St., 1 ^ 133 3-pc. Parlor Suite, covered in brocatelle, 9 100. 

Charles M. Marston, 16 Charles St., 1 ^ 871^ Parlor Suite, plain mohair, all hair, $ 125. 

Sold on % : — 

Prince Noble @ 2/10, 6 # 2132 Hair Cloth Suites, 7 pes., B. W. Frame, bright finish, @ 333. 

Harden & Harden pay bill of Feb. 10. 

We pay W. G. Harris & Co. bill of Feb. 10. 

H. C. Hall has not yet paid his bill of Jan. 10. Our collector calls upon him and secures an 
order upon his employer, Henry Corbett, for the amount. The order is presented to Mr. Corbett, and 
he pays the money. 

Paid for postage, $ 7.00 ; freight, $ 19.62. 

Returned to Osgood, Brailey & Co., for imperfections, 6 chairs of last invoice, and sent them bill 
for the same with check for balance of bill. (Record in S. B. at price which we paid.) 

Henry A. Ives writes that he has gone out of business, and sends note of his successors, Barker 
& HoUis, payable to his order in 30 days, for the amount of his account. We write that we cannot 
accept it at 30 days, but will accept a note at 10 days, and return the note. A new note at 10 days 
is received, and discounted for eleven days. (If a Journal were kept, this would, of course, be 
entered in it. How will you get proper debit and credit by entering in C. B. ?) Harden & Harden 
pay bill of March 1. 

March 20. 

Cash sales per memorandum, $ 271.11. 

Cash sales in Sales Book : — 

Hall P. Adams, 19 Essex St., 1 # 42 Oak Sideboard, with Mirror, $85.90; 1 # 16 Upright Bed, 
with Mattress, $ 86. 

Nathaniel C. Upton, 1846 Everglade St., 4 Dining Chairs @ $ 3.25. 

Sales on account : — 

P. C. Porter, @ 5/30, 5 # 1846 Argyle Rug Parlor Suite @ $ 70. 

Hampden & Brockden return with our consent 5 ^ 96 escritoires which they find unsalable in 
their market. They should have sent us an invoice with their letter of advice. As they have omitted 
to make one, we write one for them and file it the same as if they had sold the goods to us. (This 
gives a record and description of the goods. We could have credited H. & B. and debited Mdse. in 
the C. B. As they still owe us for their note, we do not send pay for the escritoires, and make the 
terms in the invoice 2 mos. net.) 

Paid Bragg his salary for February and $ 60 for expenses in travelling. Paid freight on returned 
goods, $ 2.76, and charged it to Hampden & Brockden. Paid Meriden Rattan Co.'s bill of Feb. 20. 
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March 31. 

Gash sales per cash slips^ $ 246.18. 

Paid salaiies in full ; advertising, 9 200 ; gas bill for three months, $ 105. 

Inventory of Mdse., 9 35,301.96 ; Insurance, $ 202.60. 

Unpaid bills : one-fourth of annual tax bill, $ 90 ; rent for February and March. 
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Jan. i, 189". 
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James Argyle 

37 Spring St. 
1 §761 Chamber Set 

Henry C. Holmes 

27 Laurel St., Cambridge 
1 j^25 Chamber Set. 



Percivai & Smith 
Norfolk, Me. 
2 , §6 Couch 
1 :f^ 3 Bed Lounge 

6 ^2 Cabinet Beds 



Jan. 10 



Henry Adams 

18 Somerset St. 
# 133 Parlor Suite 



Receiving Book. 

Jan. 1, 189-. 



36 
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Osgood, Brailey & Co. 

# 2895 Five Spindle Kitchen Chairs 

- - Jan. 10- — 

Porter & FaU 
#175 Library Tables 

Feb. 10 

W. O. Hams & Co. 

# 37 Oak Sideboard 

# 186 B. W. Chamber Sets 
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Boston, Jan. i, 189^, 
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P. Noble 
H. a Hall 
Hope C, Hawley 



Invested by Bro/gg & Ripley 
B. & E. $1750; H. C, P, 

$20000 
Lhie B. & R. 
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Cash Book. 
Cash. 



Feb.l 



Balance 

Mei'chandise per P. C. Book 

Discount, H & S.^s Note 

Discount, H. C. A.'s Note 

Discount, P. & F.'s % 

Merchandise per P. C. Book 

Merchandise disc. O. B. & C 

Percival & Smith, Bill Dec. — 

Henry A. Ives, Bill Dec. — 

Merchandise per P. C. Book 

Percival & Smith, Bill Dec. — 

Merchandise, disc. P. & F. 

Harden & Harden, on % 

Prince Noble, on % 

Hope C. Hawley, Abaiement, bill, Jan. 20 

Merchandise, Sales Book 

Sundries 
Merchandise 
Cash, Dr, 

Balance 
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Jan, 1. 



Jan. 10 
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Petty Cash Book. 
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# If 5 A. 0. Library Table 

# 891 Oak Chamber Set 
if: 391 B. W. do. 
Postage Stamps 
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# 32 Carpet Spring Bed Lounges @ $15 
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B. W. Dining Chairs @ $3 
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# 10 Cherry D. R. Set 
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Sales Book. 

Boston^ Jan, i, 18 — . 



James Argyle 
V 1 # 761 Chamber Set 



Henry C. Holmes 

V l#25A.O, Chamber Set 

I Percival & Smith 

1 i^ 5 Couch, plain plush 
1§3 Bed Lounge 
147 \ 6 #2 Cabinet Beds @ $52 

Net 80, 2/10, 

Jan, 10 

Henry Adams 

V I # 5 Parlor Suite 



I Solomon C, Tibbetts 

V 1# 2132 H. C, Suite 

Henry P, Brown 

V 1#1762 B.W. Chamber Set 

Jan, 20 

Hall C. Thompson 

V ljf:13 A, 0. Escritoire 



; Sylvanus C, Stanley 
V 1#713 0, E, Parlor Table 

Hope C, Hawley 

6 A, 0, Dining Chairs, box-seaJt, 

148 @ $3 

30d's 



Harmon C, Hall 
148 1#67 A, 0, Parlor Desk 

30 d's 



John Halifax 
147 1 # 871^ Parlor Suite 



30d's 



42 

63 

312 



146 Mdse, Cr 
1 V Cash to O, B. 



Su7idries. 
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18 



22 50 
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Invoice Book. — JanuapwY and February. 
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Providence, R.I., .tV::!^.'..189 



Bia.<f<f, Rijil&xf V €o. 



Bought of PORTER & FALL. 



Boston, Mass.,.t:^:J.'..189 



Bought of OSGOOD, BRAILEY & CO. 






Boston,. ^^:.Ll89 



Bought of H. R. GRAY. 



Boston,. ff-hJ.^.L.189 



Bta^, RijiUif V ^. 



Bought of W. G. HARRIS & CO. 



Boston,. ?!-bJ.^.'..189 



BuxcfCj, Ri)iteAf V' €^. 



Bought of W. G. HARRIS & CO. 



Boston, f!-tjy.i..l89 



Bta^^, Ri^teAf V.€o: 



Bought of W. G. HARRIS & CO. 



Meriden, Conn., .f^.jy.j.J89 

BxaXfCf, Ri^ltAf V to. 

Bought of MERIDEN RATTAN CO. 

Terms Cash. 2/30. 



/O # ^-/^ RoJu^vQ. @f3.76 37 60 
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Ledger. 








Dr. 

189- 




Jambs Bragg. 




Cr. 




1 1 




189- : 






1 


Jan, 31 Loss and Gain 


371 


57 


Jan. 1 ' 


Sundries 


J. 


142 16588. 28 


1 Bahuice 


\162L6 


7i 


; 






1 


1 


16588 


28 






16588, 28 






1 




Feb, 1 

1. 


Balance 




' 16216 71 



189- 
Jan. 31 Loss and Gain 

BnUuice 



Peter C. Ripley. 



371 58 

16216 71 

16588 29 



189- 
Jan. 1 



Sundries 



Feb. 1 Balance 



J. 142 16588 29 

I 16588; 29 

16216 71 



189^ 
Jan. 31 Loss and Gain 

BaJunco 



Henry C. Pratt. 



371 58 
IU()2S f2 

20000 



189- 
Jan. 1 Sundries 



Feb. 1 Balance 



J. 142 20000 

\ 20000 
19628 42 



189' 
Jan. 1 
« 30 



Sundries 

Cash 

Sundries 



*' 31 Loss and Gain 



Feb. 1 Inventory 



Merchandise. 



J. \142 
C. J43 



38750 
2 



L 145 855 

I 39607 



TO 



;;/ 52 
39658 52 



38000 



189- 
Jan. 30 Cash 

Sundries 

Inrentory 



(( « 



a 1142 

J. \l42 



1066 02 
592 50 

1668 6S 

3S0(f0 



39658 52 



189- I 
Jan. 30 Cash 



Incentory 



Feb. 1 Balance 



Expense. 



C. 143 1375 

uo 



189- 
Jan. 31 



Inventory 

Loa^ and (Jain 



1465 
157 50 



247 50 

1217 r^o 

1465 



LEDGER, 
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189- 
Jan. 1 Sundries 
" 30 Sundries 



Cash. 



a 142 ^21750 
a 142 1753 44 

i 23603 44 



189' 

Jan. 30 Sundries 



a 



143 10232 



189- 







Discount. 
189' 












1 










Loss and Gain 


51 25 ' Jan.! ' 


Cash 


a 


142 


17 50 




1 


(( tt 


u 


a 


142 


11 25 




1 


U (( 


tt 


a 


142 


22 50 


• 


1 51 

1, 


25 ,1 

i 






1 


51 25 

1 



Percfval & Smith, Norfolk^ Me. 



189' 




1 1' 

1 


1 


189- 


1 




Jan. 1 


Sundries 


J. 142 


391 42 


r Jan. 10 Cash 


a 'i42\ 


150 


tt tt 


\ Mdse. 30 d's 

1 


S. 144 

1. 


417 

808 42 


" 20 " 

1 


a \i42 

1 1 


241 42 

391 42 



Harden & Harden, Pittsfield, Vt 



189- 
Jan. 1 Sundries 



189- 
J. \142^ 191 36 Jan. 20. Cash 



C 142 191 36 



189- 
Jan. 1 I Sundries 



H. A. Ives, Brandon^ N.H. 



J. 142 



' i 189- 

26 39 Jan. 10 Cash 



C 142 



26 39 



John Halifax, London^ Mass, 



189- 1 


) 


1 
1 




Jan. 1 Sundries 


J. ^142 


119 30 1 




" 20 Mdse. 


S. 144 


135 




1 


1 


2B4 30 
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189- 
Jan, 1 Sundries 



P. C. Porter, Olendale^ Conn. 



J. 142 



^- 



103 



189- 
Jan. 1 Sundries 



P. Noble, 37 Acorn St. 



J. 142 



, 189- ! 

46 27 , Jan. 20 Cask 



a 1142 



25 



H. C. Hall, 25 Oliver St. 



189- 




















Jan. 1 


Sundries 


J. 142 


76 


1 
1 

1 . 




1 
j 




" 20 


Mdse. 


S. 144 


22' 50 


 




1 

• 








, 98 60 

' 1 ' 






• 








Mrs. Hope C 


. Haw LEY, 31 
189- 


Carver St. 






189' 




' 








Jan. 1 


Sundries 


J. 142 64 25 Jan. 20 ! Cash 


C. 142 


2; 


" 20 


Mdse. 


S. 144 18 




1 


. 






82 26 

1 






1 

1 
1 








Bills Payable. 








189- 




! i 

r 


189- 




 




Jan. 1 


Cash 


C. 143 3500 Jan. 1 


Sundries 


J. 142 


6500 


a u 


a 


C. 143 3000 

.1 ! 


1 




— - 






6500 


1 











6500^ 









Porter & Fall, 

1 


Providence^ R.I. 






' 




189- 






189- ' 




t 




Jan. 1 


Cash 


C 143 


1500 


Jan. 1 Sundries 


J. 


142 


1500 




" 20 


a 


C 143 


840 


" 10 Mdse. 10 d's 


I. 


145 


840 








t — 


2340 


\ 






' 


2340 






9 


• 

OSGOi 


1 

3D, I 


}railey & C 


!o.. Wine 

 189- 


hendon^ Mass. 








1 


189- 
















Jan, 10 


Cash 


C 143 


15 


Jan. 1 


Sundries 


J 


142 


341 


42' 








i 




" « Md8%. 10 d's 


I. 


145 


15 


1 

1 










1 
1 


1 
1 








sse 


42  



STOCK BOOK. 



149 



Stock Book. 



No. 18. 



A. 0. Dining Chair. 



189- 
Jan. 1 



Feb. 1 



189- 
Jan. 1 



Feb. 1 



189- 
Jan. 1 



• 


flO 


$9.60 $9.70 


1 


B. 


39, 


6) 10) 20) 2B) 

24, 36, 48, 60 


207 


S. 


1) 3) 6) 6) 12) 16) 19) 

6, 10, 20, 24, 13, 25, 5 


103 104 


1 


$9.70 


1 






B. 


104, 


^ 1 
I 




\ 




- No. 19 — 

1 








1 




B. W. Dining Chair. i 








$24 


$26 $25 




1 


B. 

1 


40, 


10) 30) 

48, 60 


148 




s. 


2) 


6) 7) 8) 20) 26) 

10, 12, 13, 15, 5 


61 


87 


B. 

1 


$25 

87, 


liTsx on 












JSO. zu 








1 


1 


Fancy Rocker. 




1 


1 


$35 










B. 

1 


11, 


1 
1 




1 


i 



EXPLANATION OF THE STOCK BOOK. 

The various numbers of the "Model Book" are placed successively in any desired blank book, 
with a general description of the article represented. The date is placed at the left in the usual way, 
and on the first line is written the number on hand at the time of the last inventory. Above this 
number is placed the price given on the last invoice. On this line, marked " B," are also placed the 
number bought, with date and price as recorded in the Invoice Book. The first line records, there- 
fore, that the Balance on Jan. 1, was 39, worth $ 10 per doz. ; that on Jan. 5, 2 doz. were bought at 
the same price ; on Jan. 10, 3 doz. at the same price ; on Jan. 20, 4 doz. at $ 9.60 ; and Jan 25, 5 doz. 
at 9 9.70. The second line records the sales, as taken from the Sales Book. On Jan. 1, 6 were sold ; 
on Jan. 3, 10 ; on Jan. 5, 20 and 24 ; on Jan. 15, 25, etc., till the line is filled. When the line is full, 
both lines are added, their sums placed in the first money column, and the difference, which should 
agree with the number on hand, is placed in the second money column. This number is brought 
down to the next line as shown for Feb. 1. 

The Stock Book may well be employed where the number of articles kept for sale is small, as in 
the coal or lumber business. It is sometimes combined with a Sales Book, the amount of each sale 
or each day's sales being continually subtracted from the value of the goods on hand. 
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>^^^^^^^^^::^^^jS^€^:^^ i^::^^%^cf/, Z/^- 







</Sk^l^>€^U^'Z^ 



/_. 



y. c > ' ■^tr:ji^ 



^.z-' 











.y^^-c^itz^ ^c9'^z/r^^c^^ ^^^hiid^e^ ^^s2^^^i^ ^y8ii^^u4cA^ ^,^t:Z'^^u^/lc^J^ 



5/ 



^<^ 



i 

I 









6^lfsy^ ^^ ff<^/r 



/J2// 



/JZ/Z<^^ 



af/ 



c^-2 



*^^ii 



^/ :z<^ 






f7^ 



/ //.: 



/:t// <^^ 



\£^4^l2^ 






c^c' 



.y 1 



SJZ 



i^^/w:2 



<^^<^^J^^ 



The above form of Balance Sheet is given as the simplest in use. It is also convenient and 
complete. Resources and liabilities not appearing in the Ledger and the net loss are written in red 
ink. The pupil should make similar Balance Sheets for February and March. 

After making a Balance Sheet it is well to balance and rule all representative accounts and the 
proprietors' accounts. When this is done, the inventory should be placed in the representative 
accounts and brought down as a balance. 



Ho. I Drawer or Endorser. 



1 

2 



Bills Payable. 



Drawee or Maker. 



Payee. 



Bragg & Ripley 
Bragg & Ripley 



Home & Smith 
Henry C Austin 



For what given. Where payable 



.. .1 



Mdse. 1st NaM, Fk 

Money bor^d Suffolk Bk 



Ho. 

1 
2 



Drawer or Endorier. 



H. A. Ives 



Bills Receivable. 



Drawee or Maker. 



Payee. 



Hampden & Brockton B,, R. & Co. 
Barker <£? Hollis H. A. Ives 



For what reoeived. I . Where payable. 

Mdse. 

Ives^ % j 



CON'iir^UED TRIAL BALANCE. 
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JU:Z'^'^z^d^J^U^^^f■^^ \ 





H 



y^^^^^A^i'^^a^^d^ 










'fUA 






5^2'/^^-' 






j^-^ 



/^?J^SJl 















J/O 



<rc?^:2} ^f/^^\ //^3f^jz\ ^^^jz, 







^^ 



jz I 









y/ 



^^.\ 



/A 

-2/ /I 



// 



Sf/J2/\/ ^ 









<^<^f^^ 



df^ 






6f/J2/ \/4^^/ / f/^S 



y<^ 



^2L^,-2^ 



•£^./z>^^ 



The Continued Trial Balance is kept in a separate book ruled for the purpose, with spaces for six 
or twelve months on each folio. In houses doing a large businesSi a trial balance may occupy many 
pages of the Trial Balance Book. 



Bills Payable. 



Data. 

189- 
Oct. 29 
Dec, 12 



Time. 



3 mo, 
2 mo. 



When Due. 
J( Lt Mf Ai Ml J* J* Ai B* , Ui ' a» ' iii 



1 I I 

15 i 



Amoant. 



3500 
3000 



When and how diBpoied of. 



189" 
Jan. 1 



u 



ii 



Paid 
Paid 



Bills Receivable. 



-_ ^ _ — 




— 
















- 


" 


Date. 


Time. 


r. 1 p. M. A. 


When Bne. 
H. ' J. J. A. 8. 0. "S. D. 


Amount. 


When and how diiposed of. 


Feb, 20 


i 

3 mo. 


' ' 23, , 






395 


Feb, 1 20 DiseVd 


Mch. 10 

1 


, 10 d'8 


20 

1 




1 
1 










1 


218 

1 


Mch, 10 Discrd 
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Accounts Payable. 



Bate. 



Paid. 



Tell Tale. 

t/an. 1. 
Amount. Date. 



Accounts Receivable. 

Paid. Amoont. 



Jan. 1 I 0., B. & Co. 



1/10 



15 



Jan. 10 



Dec. 1 Percival & Smith 
Jan. 1 Percival & Smith 



I I 



Dec. 1 Porter & Fall 



1/20 



840 






Dec. 10 \0., B. & Co. 



3/1 341 



Jan. 20 

Dec. 10 



1/10 150 
2/20 417 



Pei'cival & Smith 



Jan. 30 



Feb. 1 

42 j Dec. 30 
10 
30 
25 
30 
20 

Jan. 1 
Feb. 10 



1/20 



241 42 



Harden & Harden 
Henry A. Ives 
P. C. Porter 
John Halifax 
Prince Noble 
Harmon C. Hall 
Hope C. Hawley 
Percival & Smith 



1/20 191 36 

1/10 26 39 

2/1 103 

2/1 119 ,30 

2/1 46 27 

2/20 76 

2/20 64 25 

2/1 417 



TELL TALE. 
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Data. 

Dec. 20 
Feb, 10 



Accounts Payable. 



PoHer & Fall 



Paid. 



Tell Tale. 
Feb. 20. 

AxnoTCiti 



Date. 



Accounts Receivable. 

Paid. Amount. 



1/1 1500^ 



W. O. Harris & Co. 3/1 



65\20 



Jan. 10 Hope C. Hawley 
' « " , H. a Hall 
I'i " « John Halifax 



2/20\\ 18 
3/10^ 22 50 
3/1 '' 135\ 



Feb. 20 W. O. Harris & Co. ' 3/1 



95 



Feb. 28 



Marcli 1 ' 

50 Feb. i' P. C.Porter 

,; " " John Halifax 

'^ 20 ' John Halifax 



3/1 
3/1 
3/1 



180 
285 
197 50 



March 10 



Feb. 10 W. O. Harris & Co. 3/10 
Mch. 1 0., B. & Co. I 3/10^ 



581 
252 



Feb. 20\ Meriden RaUan Co. I 3/20\ 37 



Feb. 10 Harden & Harden 3/10 171 50 



March 20 



50 Feb. 20 Henry A. Ives 
,1 " " Percival & Smith 



1 1 



3/10 218 
3/1, 315 



March 30 



I I 
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Accounts Payable, 



Tell Tale. 
April I. 



Date. 



Paid. Amount. 



Mch. 1 W. G. Hams & Co, 



15 



Bate. 



(( 



III 



April 10 



Accounts Receivable, 

Paid. Amoiiot. 



Mch, IPC. Porter 

" Harden & Harden 



April 20 

Mch. 20 P. C. Porter 



I 99 
3/20 54 



350 



May 1 



May 10 



BILL OF LADING. 
FACE OF BILL OF LADING. 



Ion & Worcester Railroad Company. 



/«6/ jo, 



Boston... ./^.7_....'... 189/ 



Marks and Numbers. 


Received from /• l^^^^»>""' ^ ^- 


ZO. //. So%dk(i'>n., 


In apparent good order, 


Jttw La-ndon,, 


S 0iatV9,. 


^OIWl. 


^ Bundlta, of &i(iiA,%. 




Expense, 



Numbered and marked aa aliove, wiiich the Company promises to forward bj its Railroad, and delivei 
or order, at its Depot in 
r they first pajtDg freight for the same at the rate customary per ton of 2000 pounds. 

N. B. — If inercbaudise be not called for on its arrival, it will be stored at the risk and expense of the owr 



For Ihe Corporation' 



BACK OF BILL OF LADING. 



Tte following flules ind Regulations liaTe been idopled by the seieni RaUraid CorjHratlofts, In resird to Freight: 



«a- All inlclci of FreJKbl muit be plilnlf Md dlMlDctl; marki 

be rorvirdHl afut InnsporuIlDn on the Railroad  oricun order mi 
be glv«a, vltta tba pirtlculir lloe of boau o> uuni, marked on 1 
goodu. If any aoeb be preferre<l or deilrcd. 

The CoDipui; will not bold Ilielf llible lor tba ule ourlage or CI 
lodj of any anici* of Frclghi. uoleu receipted for by an nutborlt 
Ageai : and do Agent of ttae Conipiny 1* autbordied to rerelve, 
agree to iraniport, aoj ftelgbt wbicb la not tbni receipted for. Dup 



inilblllly will b 



any alngle article of frclgbt II 



Speclr, Dnfti, Brink Bllli 
lo any arllelea of Freight d 



•peclally agreed to the c 


ntrary. 






OuBpowder, Frlcllon 


Malchei, and ilka 


smbuillblei 








pdon of auch 


trelgbt, b). fnud or eo 




M rcpoo 


ble for any 




Irom It while In (ba 






All arUelH of Prelgb 


arriving allbelrpla 


e of deilln 


lion muat ba 








^n from lb. 


Cara.-.1» Company re. 


leiving the right of 


charging a 




aame, or placing Ihaaame 


In ilore at ibe rlak 






lftbeyae<ai,*ft*rlb«l 


pi« oC IbJit am*. 
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SHIPPER'S ORDER. 



Boston & Worcester Railroad. 



.189 



Marks and Numbers. 


ForWSird the property mentioned below, marked and num- 
bered as fn the margin, 






q± Jrtio Lo'iuLon, 


c/rtw Ji/yyuLaTb, 


^>?im. 


• 


Subject to the Rules and Regulations In the Freight Receipt pre- 
sented with this, and which are accepted and agreed to be Just 
and reasonable. 



Advanced Charges Weight. 



Shipper. 



FREIGHT BILL. 



STORAGE COMIVIENCES AFTER 96 HOURS. 



HtmAyif S^. (^dvv^^h ¥ da. 



W. B. Date, 10/ 11 
W. B. No. 201. 
 Pro No. 260. 



Boston, .:iT:J3...189l 



To BOSTON & WORCESTER RAILROAD, Dr. 

For Trajisportation mid Charges from 7?Tt. of^i/yba/fQ^Uy Station. 



Car Xo. 


Weight. 


Freight. 1 Advances. 1 

1 


Total. 








j 






d JSI^Iq^. r%t^tot3u, / Ijl^t. ^^WbnLJQ.'^ 


720 


/ 


/2 












1 

1 

1 




1 




• 


1 


1 






1 



Received Payment for the Corporation, 

Terms, Cash on Delivery. — All goods and Merchandise will be at 
the risk of ibe owner while In the Station or Storehouses of the Corporation. 



j¥. ff. Mtcyyv, 



Freight Agrent. 
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LOCAL NOTICE OF THE ARRIVAL OF FREIGHT. 

BOSTON & WORCESTER RAILROAD. 



• *m%* 



Special Notice. A failure to receive and remove the property mentioned below within twenty-four hours after its arrival 
will be regarded as showing an intention to allow the Ck>mpany to store the property in any suitable store or warehouse at the 
expense of the owners, there to remain at the risk of the owner or claimant — subject, however, to the lien of this-Qompany, for 
its transportation and removal charges, and subject to storage charges. Terms, Cash on Delivery. ^cfvC 

^ \ .\ \ ^ 

The following freight^ fe^pAghed to your acMtWi, h^jifi^tved at this Station 
from .^j^y.T .^^,J. ^<3k.>y— ^ ^v...«md is now ready for delivery. 






-^^■^^..9xo^-^^^.,^o\e^° 



Amount ojL^^?eight and Charges f - - - - - - - $ 



Xosm Cars 



QUESTIONS. 

What does this set illustrate ? How are goods bought? What memoranda does the purchaser make. When ? 
Who receives the goods when they arrive? What is recorded in the Receiving Book? Why is the Receiving. 
Book important ? What is a book of original entry ? If goods and invoices do not agree, what should be done ? 
If terms or prices are incorrect, what should be done ? If there are imperfections or substitutions, what should 
be done? What is usually sent with the invoice ? Describe the Bill of Lading on page 155. What is the " local 
notice " ? Describe its form as shown on page 158. Describe the freight bill on page 156. What should be done 
with Bills of Lading and freight bills ? How are the invoices in this set supposed to be filed ? How often are 
they removed from the file ? What is done with them after removal ? Describe the Invoice Book. How are the 
invoices inserted in the Invoice Book? AVhat is inserted opposite each invoice? In which set of money columns? 
When several invoices have been received from one party during the month, what is done with their sum? What 
should be done with the footings of the Invoice Book ? What is done with the items in the left hand money 
colunm? What is a monthly statement? When a statement is received, what is done with it? When a state- 
ment contains items due on different dates, what may be done ? What is said of a stated day for payments ? 
How is the money usually sent? What does the seller do on receiving the money? What should be done with 
receipted statements or bills ? When goods are bought for cash, what record should be made ? What is said of 
bills for expense? What record is made of Cash Sales delivered at once to the purchaser? What is recorded in 
the Petty Cash Book? When Cash Sales are to be delivered by messenger, express, or freight, what record is 
made? What is done with the salesman's memorandum? *When goods are sold on account and delivered to the 
customer, what is done? When goods are sold on account to be sent to the purchaser, what is done? When are 
the records of the Order Book transferred to the Sales Book ? Explain the method of transferring the records of 
the Sales Book to the Cash Book. What is done with the total credit sales for the month ? To what are the 
records of the Petty Cash Book transferred ? Explain the method of posting from the Sales Book. From the 
Cash Book. How often should the personal items be posted from the Cash Book and Sales Book ? Why ? What 
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is said of abatements and collections? What is said of the Bill Book? What should the pupil make? What is a 
Principal Book? How is it distinguished from an Auxiliary Book? What point of resemblance between the 
Bill Book in this set and the Invoice Register in Form 7 ? Explain the method of computing discount which the 
pupil will use in this exercise. When an account is paid before it is due, what allowance is often made? To 
what account should this allowance be charged ? To what account are the usual discounts charged ? When the 
Journal is omitted, what takes its place? What directions are given in regard to the Petty Cash Book and Jour- 
nal in this set. What do some proprietors wish ? What objection to this method ? What advantage ? If such 
complete records were kept in this set, what items would disappear in the Cash Book ? Would any other changes 
be necessary? What is said of the Model Book? What is a "Catalogue Number"? What does the Balance 
Sheet show? How often is it made oat in actual business? Why has the pupil been asked to close his Ledger so 
frequently? From what is the Balance Sheet made? Describe its form. When a Balance Sheet is made, what 
accounts are closed ? What are left open ? What is said of closing personal accounts ? What is said of worth- 
less accounts? What is a Stock Book? Describe the form on page 149. What is said of the profit column? 
With what is its footing compared ? What terms of credit are understood in this set? What is the object of the 
check mark in the Sales Book and Cash Book ? What other columns might be opened in the Cash Book, Sales 
Book, and Invoice Book ? Where should the residences of customers be recorded ? What is said of taking the 
Trial Balance? Describe the Tell Tale on page 152. 



CHAPTER XIII. 

WHOLESALE FISH AND QANNED GOODS BUSINESS. 

The form illustrated in this Chapter is adapted to the use of wholesale dealers in fish and canned 
goods. The business represented is situated in Boston. Fish are bought from fishermen and other 
wholesale dealers ; canned goods are in part bought from other manufacturers, and in part manufac- 
tured by the firm whose business is represented. 

The books used are a Eeceiving Book, an Invoice Book, a Cash Book, a Sales Book, and a Ledger. 

The Eeceiving Book is kept by the receiving clerk, who enters in it all goods received, as they 
arrive, with the names of the parties from whom they have been received. It is passed to the office 
daily, where its entries are compared with the invoices, which have been received by mail. 

If the goods received do not correspond with the invoices, or if prices are different from prices 
agreed upon when the purchases were made, or if the goods are not of the quality ordered, or are 
defective in any particular, the matter is settled by correspondence or interview as soon as possible. 

When the goods and invoices agree, the goods are placed in stock, and the invoice is copied, either 
in full or in part, in the Invoice Book. The Invoice Book is used as a principal book, and its records 
are posted directly to the Ledger. 

Orders are received from travelling salesmen, from customers by mail, and from customers in 
person. Every order is recorded on a separate order slip. The order slip is approved by the financial 
manager, and sent to the shipping department. As the goods are shipped, the shipper checks them 
in the margin of the order slip, and, at the close of the day, returns the slip to the office. It is then 
copied into the Sales Book, unless it records a cash sale, and filed for future reference. If it records 
a cash sale, it is used as a memorandum of the proper entry in the Cash Book, and filed with the 
charge slips. The invoices are made from the records of the Sales Book, and sent by mail with the 
bill of lading to the customer. The receipted invoice of a cash sale may be made from the order slip, 
and either given to the customer or sent by mail. 

The Cash Book is kept in a simple manner, merchandise being assigned to one set of money 
columns on each side, and all other cash entries being put in the other money columns. It is proved 
every day and closed monthly. 

No Journal is kept, such entries as might be put in the Journal are placed in the Cash Book. 
(Note the opening entry, in which the amount paid for the good-will of the business is charged to 
expense, and the transaction with the Palmer, Stoddard Company on Dec. 5.) 

Freight and duties in this set. are regarded as a part of the cost of merchandise, and are therefore 
charged to merchandise and not to expense. 

The Ledger contains the usual Ledger accounts except Cash, the Cash Book being relied upon to 
furnish this item. Other peculiarities of this set will be readily understood from the illustrations 
given. The pupil should write it up in full, and secure the results indicated in the Balance Sheet on 
page 168. 

The Cash Book, Invoice Book, and Sales Book are represented as closed at the end of the first 
week. This is done to show the method of closing. The pupil should not dose his till Dec, 26; thus 
securing longer columns and compelling more careful attention. 

Exercise 22. 

Milton B. Stone and John M. Whitney unite in business, Nov. 7, 1891, each investing $25,000 in 
cash. The firm name is Stone & Whitney. 

159 
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They purchase the merchandise, factory, fixtures, etc., of Hall & Judson, paying cash for the 
same, as follows: merchandise, $18,000; factory, $6000; teams, $2700; store fixtures, $700; 
machinery, $1200. 

They assume the payment of the following notes: No. ,1, for $1200, payable to Boyd & 
Gibson, dated Oct. 1, 1891, due three months from date; No. 2, for $700, payable to the Fifth 
National Bank, dated Oct. 1, 1891, due three months from date ; No. 3, for $ 600, payable to Geo. H. 
Bailey, dated Sept. 1, 1891, due four months from date. 

The following notes endorsed to their order af e received with the business : — 

No. 1, for $ 600, signed by Everett & Peabody, dated Oct. 20, 1891, due four months from date ; 
No. 2, for $ 1000, signed by the Palmer, Stoddard Company, dated Oct. 1, 1891, du6 three montlis 
from date. 

The difference between the value of the notes receivable and that of the notes payable is practi- 
cally the price which they pay for the good-will of the business. 

The following explanations are needed: — 

The terms, unless otherwise stated, are uniformly net thirty days, one per cent discount if paid 
within ten days, on fish ; net sixty days, 1^ per cent discount if paid within ten days, on canned goods. 

The price of canned goods is given by the dozen cans. Canned goods are packed in cases con- 
taining from one to four dozen cans each. The abbreviations " ^/i," "*/i/' "*/i/' etc., indicate 
" 2 doz. 1 lb.," " 3 doz. 1 lb.," " 4 doz. 1 lb.," etc., cans, the numerator uniformly expressing the num- 
ber of dozen cans per case, the denominator expressing the number of pdunds in a can. In a few 
instances the price per case is given. 

Invoices are filed in any convenient way, preferably in the order in which they become due, and 
sent with check, note, or draft in payment. They are returned receipted, and are again filed for pres- 
ervation. 

The Receiving !Book is not shown. It has the same form as the Receiving Book in the previous 
set, and its records are similar to those in the first form of Invoice Book with the exception of the 
prices, which are omitted. 

Nov, 7. 

Bought of Fred W. Greenough, Yarmouth, N.S., 56 bbls. large 2's (mackerel) @ $ 13.50. Paid 
duty on same @ If per lb., $ 112. Paid freight, $ 16.80. Bought of Geo. I. Capen, Gloucester, 1 
crate, 40 qtls., medium dry bank cod @ $4.60 per qtl. ; 1 crate, 30 qtls., large pickled bank cod @ 
$ 6 per qtl. Sold Wayne & Barker, St. Louis, Mo., 6 bbls. small 3's (mackerel) (^ $ 8 ; 1 bbl. large 
3's (mackerel), $ 13.60; i bbl. large 2's (mackerel), $9.32; ten 100-lb. bundles dry bank cod @ of; 
twelve 40-lb. boxes Dolphin cod @ Sf, Sold the Palmer, Stoddard Company, 100 cases */i fresh 
mackerel @ $1.06; 6 cases */i lobster @ $2.16; 1 case */i canned bluefish @ $1.40; 6 cases ^/^ 
tomato sauce mackerel @ $2.76; 6 cases ^/^ oval brook trout @ $4 per case. Sold Everett & 
Peabody, Chicago, 26 cases ^/^ oil American sardines @ $3.86 per case; 10 cases ^/^ mustard sar- 
dines @ $ 3 per case. Bought of Smith & Carver, Boston, 1000 boxes medium scaled herring @ 
14^ per box ; 200 boxes No. 1 herring @ 11^. Sold to Elijah B. Stone, Jacksonville, Fla., three 100- 
lb. bundles large pickled bank cod @ l\f ; two 100-lb. bundles medium dry bank cod @ 6^. Bought 
for cash 200 bushels oats @ 38^ ; 6 tons hay @ $ 16.60. Paid for stamps, $ 10. Paid freight on 
1 bbl. large No. 3 mackerel returned from Wayne & Barker, 45^. Paid for washing floor and win- 
dows, $ 1.26. Paid for labor as per pay-roll, $ 160. [Merchandise on hand, $ 19,016.72.] 

Nov, 14, 

Bought of Andrew F. Miner, Portland, Me., 2.6 bbls. large split herring @ $4.60, f. o.b. Sold 
John T. Martin, Albany, N.Y., 3 bbls. large 2's (mackerel) @ $18; 2 halves large 2's (mackerel) 
@ $9.32; ten 20-lb. kits large 2's (mackerel) @ $1.97. Sold Wm. H. Brackett & Co., Philadelphia, 
Pa., 10 cases ^/^ canned chicken @ $2.26; 6 cases ^/^ canned turkey @ $2.60; 6 cases ^/^ canned 
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salmon @ $ 1.20 per doz. Everett & Peabody paid their bill of Nov. 7, less discount. Bought of 
Henry W. Russell 300 boxes 14 x 20 tin plate @ $ 5.30 per box ; 4 soldering irons @ $ 1.60. Sold 
Everett & Peabody, Chicago, 25 cases 2/^ codfish balls @ $1.70; 10 cases ^/^ mutton @ $2.30; 
5 cases ^/^ lunch tongue @ $2.25. Bought of Wm. F. Sleeper & Co. 100 cases ^/^ codfish balls @ 
$ 1.60. Sold Edson & Fletcher, delivered in New York, 500 lbs. large pickled bank cod @ 7^^ ; 10 
cases 2/2 canned codfish balls @ $1.75; 10 cases "^/^ canned clams @ 90^; 10 cases */i fresh mack- 
erel @ $ 1.05. Paid freight, $ 3.50. Bought for cash, 1000 lbs. chicken @ 6^. Sold for cash, 100 
boxes medium scaled herring @ 16^. Paid for labor as per pay-roll, $ 165. Mr. Stone drew, for per- 
sonal use, $ 50. Paid F, W. Greenough's, G. I. Capen's, and Smith & Carver's bills of Nov. 7, less 
discount. 

Nov, 21, 

Paid Andrew F. Miner and William F. Sleeper & Co. their bills of Nov. 14 less discount of 1 %. 
Paid Henry W. Russell his bill of Nov. 14, less 1^ %. Sold Palmer, Stoddard Company 100 cases ^/g 
Brick Oven brand baked beans @ $1.10; 10 cases ^/j chicken @ $2.25. Bought for cash 125 
bushels beans @ $ 1.40, and 300 fresh mackerel @ 2^^ each. Sold for cash 15 lbs. smoked salmon @ 
15^ ; 20 boxes medium scaled herring @ 17^ ; 10 lbs. smoked halibut @ 13/^^. Sold for cash, 1 case 
^/^ fresh mackerel @ $1.15. Sold Wayne & Barker, St. Louis, 1 bbl. small 3's (mackerel), $8.25; 
1 bbl. Bay I's (mackerel), $ 18. Bought of Andrew F. Miner, Portland, Me., 50 bbls. split herring 
@ $4.75. Sold Elijah B. Stone, Jacksonville, Fla., 10 cases V^ codfish balls @ $1.75; 5 cases */i 
lobsters @ $2.15; 1 case ^/^ fresh bluefish @ $1.35. Sold John T. Martin, Albany, 5 bbls. split 
herring @ $5.25; 1 bbl. large 2's (mackerel), $17.50; 1 bbl. small 3's (mackerel), $8.25. Paid for 
labor as per pay-roll, $ 160. Mr. Whitney drew $ 50 for personal use. Paid assessment to Boston 
Fish Bureau, $ 50. Discounted our note, favor of Boyd & Gibson, dated Oct. 1, 1891, for $ 1200, and 
our note, favor of Fifth National Bank, for $700, dated Oct. 1. J. T. Martin paid his bill of 
Nov. 14, less discount. 

Nov, 28, 

Bought for cash, 50 bush, tomatoes @ 15^. Sold Harris & Bailey, Worcester, 25 cases ^ /^ oil 
American sardines @ $3.65 per case; 10 cases ^/^ mustard sardines @ $2.90 per case; 5 cases */i 
salmon @ $ 1.25 ; 3 cases */i fresh mackerel @ $ 1.10. The Palmer, Stoddard Company of New York 
discounted their note of Oct. 1 for $ 1000. Paid Andrew F. Miner's bill of Nov. 21, less discount. 
Sold Carpenter & Russell, 25 cases ^/g Boston baked beans at $1.25; 10 cases */i fresh mackerel @ 
$1.10; 5 cases ^/^ codfish balls at $1.75; 15 lbs. itooked salmon @ 15^. Sold Wm. H. Brackett & 
Co., Philadelphia, 5 bbls. small 3's (mackerel) @ $8; 1 bbl. large 2's (mackerel), $17.50; five 40-lb. 
boxes Silver Brick codfish @ 8^ ; five 40-lb. boxes Dolphin brand codfish @ 7^ ^. Bought of Gay- 
lord & Harding, Halifax, N.S., 30 bbls. small 3's (mackerel) @ $4.75. Paid duty in cash @ If per 
lb., $ 60, and freight at 30^ per barrel. Bought of George I. Capen, Gloucester, 10 bbls. pickled cod- 
fish @ $5.25. Discounted our note favor of Geo. H. Bailey & Co. of Sept. 1, for $600. The Palmer, 
Stoddard Company paid their bill of Nov. 21, less discount. Paid for labor as per pay-roll, $ 145. 

Dec, 5. 

Sold the Palmer, Stoddard Company, New York, 15 bbls. small 3's (mackerel) @ $ 8.25 ; 3 bbls. 
pickled codfish (^ $6; charged for drayage to steamer wharf, 60^ (S. B.). Sold Edson & Fletcher, 
New York, ten 40.1b. boxes Silver Brick codfish @ ^f ; five 40-lb. boxes Dolphin codfish @ 7|;^; 100 
boxes medium scaled herring @ 16^^. Everett & Peabody discounted their note of Oct. 20 for $ 600. 
Harris & Bailey paid their bill of Nov. 28, less discount. Bought for cash, one hundred 40-lb. cod- 
fish boxes (ob. $ 10.65 per hundred ; 200 fresh mackerel cases (3) $ 9.75 per hundred ; 100 Boston baked 
bean cases @ $13.50 per hundred (charge to Mdse.). Bought of Gaylord & Harding 10 bbls. large 
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2'8 (mackerel) @ $13,505 10 bbls. No. 1 mackerel @ $17. Paid duty in cash @ 1^ per lb., $40. 
Paid freight in cash, $ 6. Wayne & Barker paid their bill of Nov. 7. The Palmer, St^dard Company 
sent note for three months with interest at 7% in payment for their invoice of Nov. 7, and we 
sent receipted bill. (C. B., both sides.) Wm. H. Brackett & Co. paid their bill of Nov. 14. Everett 
& Peabody paid their bill of Nov. 14. Paid Gaylord & Harding and George I. Capen their bills of Nov. 
28. Sold Wm. H. Brackett & Co., Philadelphia, 5 bbls. No. 1 mackerel @ $ 19 ; 2 half-barrels No. 1 
mackerel @ $9.82; 100 boxes medium scaled herring @ 16^^-; 100 boxes No. 1 herring @ 12^^. 
Sold Wayne & Barker, St. Louis, fifteen 40-lb. cases Dolphin brand codfish @ 8^. Paid for labor as 
per pay-roll, $ 150. 

Dec. 12. 

Elijah B. Stone not having paid his bill of Nov. 7, we drew on him for the amount. Edson & 
Fletcher paid their bill of Nov. 14. Paid Gaylord & Harding their bill of Dec. 5. Wm. H. Brackett 
& Co. paid their bill of Dec. 5, less discount. Sold the Palmer, Stoddard Company, New York, 15 
bbls. large split herring @ $ 5.75 ; 5 bbls. medium split herring @ $ 5.00. Sold John T. Martin 10 
cases 2/g Brick Oven brand baked beans @ $1.20; 5 cases ^/^ codfish balls @ $1.80; 5 cases */i 
canned salmon @ $ 1.25. Sold Elijah B. Stone, Jacksonville, Fla., 10 bbls. small 3's (mackerel) @ 
$8.25; 10 cases ^/^ canned clam chowder @ $1.80; 3 cases ^/^ boneless herring @ $1.30; three 
40-lb. boxes Silver Brick codfish @ 7^^. Bought of Charles F. Brown & Co., Gloucester, 1 crate hake, 
40 qtls. @ $2 per qtl., delivered in Boston. Paid freight, $2.28 (charge to Brown). Sold Edson 
& Fletcher of New York 25 cases ^/^ roast beef @ $1.65; 10 cases */i canned clams @ 90^; 5 cases 
2/i boneless herring @ $ 1.30 ; 25 5-lb. pails spiced herring @ 45^ per pail. Paid for labor as per 
pay-roll, $155. 

Dec. 19. 

Received from First National Bank of Jacksonville, Fla., draft on New York in payment of E. 
B. Stone's purchase of Nov. 7. (Cash, Dr.; E. B. S., Cr.) Carpenter & Russell paid their bill of 
Nov.. 28, and Wayne & Barker paid their bill of Nov. 21. The Palmer, Stoddard Company discounted 
their bill of Dec. 12. J. T. Martin paid his bill of Dec. 12, less discount. Paid C. F. Brown's bill of 
Dec. 12, less discount and freight. Edson & Fletcher paid their bill of Dec. 12, less discount. Bought 
of Wm. F. Sleeper & Co. 100 cases ^/^ blueberries @ $1.12^. Sold Carpenter & Russell, Baltimore, 
10 bbls. small 3's (mackerel) @ $8.50; 2 half-barrels small 3's (mackerel) @ $4.57; 5 cases ^/^ 
codfish balls @ $1.80; 5 cases ^/^ blueberries @ $1.25; 3 cases ^/^ boneless herring @ $1.30. 
Bought of Smith- & Carver 500 boxes medium scaled herring @ 13^^; 100 boxes No. 1 herring @ 11^. 
Sold Harris & Bailey 6 cases ^/^ blueberries @ $1.25; 5 cases */i salmon @ $1.25; 2 cases '/^ 
boneless herring @ $1.30. Sold Elijah B. Stone, Jacksonville, Fla., 100 cases ^/^ oil sardines 
(American) @ $3.70 per case; 15 cases ^/^ mustard sardines @ $2.90 per case. Sold Everett & 
Peabody, Chicago, delivered, 5 bbls. large No. 2 mackerel @ $ 17.50 ; 3 bbls. small No. 3 mackerel 
@ $ 8.50. Paid freight on same, $ 2.85. Paid for wages as per pay-roll, $ 140. 

Dec. 26. 

Elijah B. Stone paid his bill of Nov. 21. Paid Wm. F. Sleeper & Co. their bill of Dec. 19, 
less discount. Paid Smith & Carver's bill of Dec. 19, less discount. Harris & Bailey and Everett & 
Peabody discounted their bills of Dec. 19. Bought 25 bbls. medium 3's (mackerel) of Andrew F. 
Miner, Portland, @ $9.50. Paid freight, $1.75. Sold 26 cases ^/^ blueberries to Wayne & Barker, 
St. Louis, @ $1.25; 2 cases ^/^ lunch tongues @ $2.25; 1 case ^/^ boneless herring @ $1.30. Sold 
Wm. H. Brackett & Co., Philadelphia, 5 bbls. No. 1 mackerel @ $ 20 ; 3 bbls. No, 2 mackerel @ 
$ 15 ; 3 bbls. small 3's (mackerel) @ $ 8.50 ; five 40-lb. boxes Silver Brick codfish @ 7^^. Sold 
Carpenter & Russell, Baltimore, 100 cases 1/4 oil sardines @ $3.75 per case; 30 cases ^/^ mustard 
sardines @ $2.90 per case; 6 cases */i salmon @ $1.25; 5 cases ^/^ chicken @ $2.25; 3 cases ^/^ 
turkey @ $ 2.50. Paid for labor as per pay-roll, $ 160. Merchandise per inventory, $ 20,102.91 
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Invoice Book. (^First Form.} 
Boston, November, 1891. 



165 



7. 
I 
Fred W, Greenough, Yarmouth, N.S. 

56 bhh. large # 2 MM. @ $13,50 

7. 

I Oeo. I. Capen, OUmcester 

40 qtls. medium D. B. Cod @ $4.50 
30 qtls. large P. B. Cod @ $ 6.00 

7. 

Smith & Carver 
1000 bx8. medium Herring @ 14^ 
200 hx8.:j^l Herring @ W 

7. 

Wayne & Barker, St. Louis 
I 1 bhl large # 3 MM. 

Merchandise, Dr. 



756 



180 






180 


360 

1 




140 


1 




22 


162 




\ 


13 60 




1291 


50 



L.F. 



Date. 

7 
7 
7 
7 
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Invoice Book. (^Second Form.^ 
Boston, November, 1891. 

Fred W. Greenough, Yarmouth, N.S. 

Geo. I. Capen, Gloucester 

Smith & Carver 

Wayne & Barker, St. Louis 

Merchandise, Dr. 



When dne. 

1 


Amoont. 


1 
Dec 7 


1. 

756 


ic ti 


1 360 


(( « 


162 


(C u 


13 50 


1 
1 


1291 50 



The second form of Invoice Book is practically the same as the Invoice Register in the former 
exercises. 

As the bills are paid, they should be checked in the column at the left. 

When the terms of payment are uniform, the Invoice Book may serve as a Tell Tale of the dates 
of payment. When terms difPer, some other method should be adopted, such as filing the invoices in 
the order in which they become due, — often an easy and economical way. 

In actual business the Invoice Book, Gash Book, and Sales Book are, of course, footed and posted 
at the close of the month. The pupil should foot and close his only on Dec. 26. 
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Sales Book. 

Boston, November, 1891. 



165 



Wayne & Barker, St. Louis 
5 hbla. smaU :jji 3 MM. @ $8.00 
1 bbl. large # 3 MM. 
i bbl large # 2 MM. 
10 1004b. bundles D. B. Cod @ 5 ^ 
12 40'lb. bxs. Dolphin Boneless Cod @ 8^ 

30 days 
- -7 - - _- _ 



The Palmer, Stoddard Co., New York 
100 cases ^/^ Fresh MM @ $1.05 
5 cases ^/^ Lobsters @ $2.15 
1 case */j Canned Bluefish @ $1.40 
5 cases 2/3 Tomato Sauce MM. @ $2.75 
5 cases 2/3 Brook Trout @ $4.00 per case 

60 days 

- — - 7 

Everett & Peabody, Chicago, lU. 

25 cases 1/4 Oil Sardine^ @ $3.85 per case 
10 cases ^/^ Must. Sardiiies @ $3.00 per case 

60 days 

7 — 

Elijah B. Stone, JaoJcsonville 

3 lOO-U). bundles large P. J3. Cod @ 7\ ^ 
2 1004b. bu7idles medium D. B. Cod @ 6^ 

30 days 



165 , Merchandise, Cr. 



14 



John T. Martin, Albany, N. Y. 
3 bbls. large # 2 MM. @ $18.00 
2i: bbls. large # 2 MM. @ $9.32 
10 204b. kits large # 2 MM. @ $1.97 

30 days 

- 14 

Wm. H. Brackett & Co., Philadelphia 
10 cases 2/2 Canned Chicken @ $2.25 
5 cases 2/^ Canned Turkey (cb, $2.50 
5 cases */i Canned Salmon @ $1.20 

60 days 



40 

13 50 
9 32 
50 
38 40 



420 
43 \ 

5 60 
27 50 
20 



96 25 
30 



45 
25 
24 



151 22 



516 10 



126 25 



21 


75 






12 




1 








' 33 75 






827 32 


54 








18 


6'4 






19 


70 







92 34 



Foi^ward 



94' 

186 34 
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Wm. H. Brackett & Co., Philadelphia. 



1891 




1 






1891 










Nov. 14 


S. 




94, 


Dec. 5 


c. 


94 


28 


s. 


1 


88 60 ' 


12 


a 




143,64 


Dec. 5 


s. 




143 64 






1 1 

1 1 


26 


s. 




, 185^50 




1 


 i 








Expense. 






1891 





- 




IS (J I 




t 


Nov. 7 


a 


167 


1000 


A or. / 


7y. d' G. 


IGo W14 75 




c. 


167 


76 


ii 






1 




a 


167 


77 50 












a 


167 


10 










< a 


167 


1 25 






. 




a 


167 


150 \ 






1 


- 




— 


1314 75 

MERCHi 


lndise. 




1314 75 

1 


1891 


— — __ 




1 '' 1 
1 


1891 


_ _ 


1 


Noo. 7 


a 

m 


167 


18129 25 


Nov. 7 


S. 


164 827 82 




L 


163 


1291 50 




InrA'iilory 


lUOlG 72 




L. tt G'. 


I (;.') 


19844 04 






\ 

19844 04 


- 






— 


1 


1 






1 


- 



1891 I 
Nov. 7 Expense 



Loss AND Gain. 



165 , 1314 75 



1891 i 
Nov. 7 Merchandise 

M. II S. 



1314 75 



165 423 29 



o 



•/-/.V 7.7 



^7.7 






1314 75 



These accounts are given to show the form of the Ledger. The entries in the item columns indi- 
cate the books from which the several amounts have been taken. The Loss and Gain account might 
be omitted, as its results are shown in the Balance Sheet. 

A Ledger with narrow item columns and with two accounts on a page, side by side, may be used 
with economy in this form. 
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1891 




Nov, 7 


MiUon B. Stone 




John W. Whitney 




Notes Payable 



Cash. 



Dr. 



BimdTiei. 



25000 

25000 

2500 



Mezoluuidiie. 



/ 



/ 



/ 



Nov. 14 



Balance 



52500 
21956 



Trial Balance. 



N(yv, 7 



MiUon B, Stone 

John W. WhUney 

Eoppense 

Notes Payable 

Notes Receivable 

Factory 

Wayne & Barker 

The Palmer, Stoddard Co. 

Everett & Peabody 

Elijah B. Stone 

Fred W. Ghreenough 

Smith & Carver 

Geo. I. Capen 

Merchandise 

Teams 

Fixtures 

Machinery 

Cash 



1 


26000 


1 


25000 


1314 76 






2500 


1600 ^ 


1 


6000 


1 


137 72 




616 10 




126 25 




33 76 






* 


766 
162 


^ 




360 


2^595 43 




2700 




700 




1200 




21966 




53778 




53778 
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Cash. 



Or. 













Smdrlai. 


KtioluttdlBe. 


1891 












1 


Nov. 7. 


165 


Merchandise 

Factory 

Teams 

Fixtures 

Machinery 

Expense 

Notes Receivable 


Ball & Judsan' 


s Stock 


5000 
2700 
700 
1200 
1000 
1500 


18000 

1 




V 


Merchandise 


Duty on Fish, F, W. G. 




112 




V 


Merchandise 


Freight 






16 80 




165 


Expense 


200 bush. Oats 


@38f 


76 






165 


Expense 


5 tans Hay @ $15,50 


77 50 


1 




165 


Expense 


Postage 




10 


1 




V 


Merchandise 


Freight, W. B. 






45 




165 


Expense 


Scrubbing 




1 25 






165 

1 


Expense 


Salaries 




150 
12414 76 


• 




165 


Merchandise^ Dr, 

I it lid It cf; 






18129 25 

■JIUni;' 





52500 



Balance Sheet. Nov. 7, 1891. 



L.r. 



1 


Trial Baluioe. 




Lmim. 


aaini. 


BMonnwi. 


Liabllltiai. 


1 

Milton B. Stone 


1 


25000" 


1 


4 /.7 7.' J 


1 


24554 27 


John W. Whitney 




25000 


1 


44.1 7:i 




24554 27 


Expense 


1314 76 




1314 75 








Notes Payable 


1 

1 


2500. , 

1 ' 


1 






2500 


Notes Receivable 


1500 


f 






1600 




Factory 


6000 








6000 




Wayne & Barker 


; 151 22 


13 60 






137 72 


1 


The Palmer J Stoddard Co. 


516 10 

1 


1 






616 10 




Everett & Peabody 


126:26 








126 26 


1 


Elijah B, Stone 


33 76 


1 ' 






33 75 


1 


Fred W. Oreenough 




756 


1 


1 


 


756 


Smith & Carver 




162^ 1 

1 




1 




162 


Geo. L Capen 


 » 


360 








360 


Merchandise 


19420 J6 


827 32 




423 29 


I'.Hiif; 72 

1 




' Teams 


2700 




* 




27(10 




Fixtures 


700 




' 


1 1 




7<i(t 




Machinery 


1200' 


1 
1 


1 




I2oh 




Cash 


62544 55 


30688 


55 






21956 





85207 87 85207 87 1814 75 1814 75 52886 54 52886 54 



The gain on the sales of merchandise is represented as abnormally large in proportion to the 
sales. This arises from the fact that only a small portion of the business is given. The pupil will 
notice that the net loss appears opposite the proprietors' names. 
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Balance Sheet. Dec. 26, 1891. 



L.F. , 


' 


Trial Baluice. 


1 

1 


LOUM 


f 


G^aJnB 


1 


Smouom. LUbDitli 


23 


Milton B. Stone 


50 


1 


25000 


1 


1 

ol:> 


/ / 


24434 


John W. Whitney 


50 


25000 1 


ulo i / 


24434 23 


' Eocpense 


2439 


75 \ 


1 


243975. 


1 




1 Fixtures 


700 


: 


1 
1 




1 




7(^0 






Teams 


2700 


:! 


2700 




Notes Receivable 


2016 


10 1500 !! 516 10 - 


\ Discount 


12 50 17 22 4 72\^ i 


Machinery 


1200 




1200 




J, T. Martin 


211 


34 \ 159 34 


\ 


! 1  52; ; 




Wm. H. Brackett & Co. 


511 


64 


237 64 


1 


1 


\ 274 \ 


Edson & Fletcher 


358 


293 25 






64 75 


\ Andrew F. Miner 


350 


587 50 


' 


i 


237 50 


\ Carpenter & Russell 


783 19 126 25' 


1 656 94 \ 




Wayne & Barker 


299 57 177 47 


122 10 

1 






The Palmer, Stoddard Co. 


1034 70 


892 


35 




142 35  




Elijah B. Stone 


665 95 


117 


15, 


1 1 


548 80 


\ Merchandise 


23241 17 


4541 75 




1403 49 20102 91 


j Factory 


5000 ' i 1 ' i nooo 


Cash 


56684 63 39658 52\ 

1 { 


1 


75 






17026 01 


1 


98308 44 


98308 

1 — 


44 


2439 


2439 


75 49105 96 49105 96 

_ _ _ 








\ 

1 






i 


1 






, 









These Balance Sheets show how difficult it sometimes is to exhibit the actual worth of a business, 
and how arbitrary is the division of accounts into representative and real accounts. 

The Expense account shows that a thousand dollars was paid for the good-will of the business 
bought out by Stone & Whitney. It would have been perfectly fair to include this good-will among 
the assets. In this case a gain for the first week would have appeared upon the books. On the other 
hand, the fixtures, teams, machinery, and factory are treated as having the same value as when pur- 
chased, and their entire cost has been carried to the assets. It would be fair to suppose that each has 
deteriorated somewhat during the two months. Other resources might have been shown. The large 
cash balance has been drawing 2 % interest at the bank, and the Palmer, Stoddard Company's note has 
now an increased value from the interest that has accrued. The method of recording the assets and 
liabilities which do not appear on the books has been explained in the Furniture Set. 

The pupil should be required to make new Balance Sheets, placing various estimates of value on 
the goodwill, fixtures, teams, machinery, and factory, and including accrued interest among the assets. 

At the close of the month, after taking his Trial Balance and making his Balance Sheet, the 
pupil should close all his accounts. 

No Note Book is shown. A Note Book should be kept by the pupil, as a memorandum of all 
notes and drafts given and received. 
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QUESTIONS. 

What business is represented in this chapter? Of whom ai*e goods bought? To whom are they sold? What 
kind of goods are manufactured by the firm? What books are kept? What is entered in the Receiving Book? 
With what are its entries compared ? How are mistakes corrected ? What does the Invoice Book contain ? To 
what are its records transferred ? How are goods ordered ? On what are orders first entered ? To whom do the 
order slips go first ? For what purpose ? To whom next? For what purpose ? To whom next? What is done 
with them in the office? With what two records should the invoice agree? Describe the Sales Book. To what 
are its records transferred ? What sales only are entered in the Sales Book ? Where are Cash Sales entered ? 
Describe the Cash Book. How often is it proved? How often is it closed? What is said of the Journal? 
Could a Journal be kept? If a Journal were kept what entries would be recorded in it? To what are freight 
and duties charged? What is said of the Ledger? Of the Cash account? What special explanations are given? 
In what order should invoices be filed? What is done with them when they are paid? Describe the Receiving 
Book? How does the second form of Invoice Book differ from the first? What five things are shown by the 
second form ? Explain the method of posting from the Cash Book. In writing this set when may the pupil close 
the Cash Book ? Describe the Ledger in this set. What do the letters in the item column indicate ? What is 
said of the gains exhibited on the Balance Sheet? What other assets might have been included in the Balance 
Sheet? What possible losses are omitted from the Balance Sheets? Explain how these omitted items would be 
recorded. Why have they been omitted ? When the pupil has finished his Balance Sheet what should he do in 
hLs Ledger? What book is not shown ? 



CHAPTER XIV. 
Form X. 

COMMISSION BUSINESS. 

A commisiion merohant is a person who sells goods for another, charging for his services a com- 
mission on the amount received for the goods sold. 

A consignment is merchandise of any kind received by one person to be sold for another. 

A shipment is merchandise of any kind sent away to be sold. 

The person sending a shipment is called a consignor or shipper ; the person receiving a consign- 
ment is called a consignee. 

An Account Sales is a formal statement of goods received and sold, with prices and charges, sent 
by the consignee to the shipper. 

In this set we illustrate practical forms for^ consignment business. 

The books employed are a Receiving Book, an Invoice Register, a Cash Book, a Sales Book, a 
Consignment Book, a Sales Ledger, and a Greneral Ledger. 

The Receiving Book is used to record the kinds and quantities of goods received on consignment, 
the dates when they are received, the names of the owners, and the condition in which the goods 
arrive. 

The Consignment Book is used to keep a complete record of every consignment. Receipts, sales, 
prices, charges, and remittances are recorded in full, and from the records of this book the accounts 
sales are made out. Its data are obtained from the Receiving Book and the Sales Book. 

The Cash Book introduces several special columns to facilitate the labor of posting. 

The Sales Book is made from the records of the credit sales slips which are filled out by the 
salesmen when goods are sold. It is used as a principal book ; its several items are posted to the 
accounts of the Sales Ledger, and its footings are carried to the General Ledger. 

The Sales Ledger is used to record all accounts with customers. 

The General Ledger contains all accounts not included in the Sales Ledger. 

The method of conducting the business and making its records is as follows : — 

When consignments are received, they are marked with a " lot number," the initial of the con- 
signor, or some other distinctive character, and entered at once in the Receiving Book. At stated 
times the Receiving Book is passed to the office, where its records are transferred to the Consignment 
Book. 

When goods are sold, a full record of the sale, with terms, prices, and lot numbers is made by 
the salesman on an order slip. The form of order slip may be seen on the opposite page. 

The object of numbering the slips is to make it easy to be sure that none have been lost. 

The order slips are " blocked " for convenience in using. When they are filled out, they are torn 
off and preserved. When the goods are to be shipped, a sales slip serves as an order slip. The 
shipping clerk packs and ships the goods, and places his '^ check " in the second column of the slip, 
which then goes to the book-keeper. The book-keeper fills out the last two sets of money columns, 
places the slips representing cash sales by themselves, and copies the records of the eredit sales into 
the Sales Book. At the close of the day the slips for cash sales are footed and filed, and their 
amount is carried to the Cash Book. 
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ORDER SLIP. 



Date. 



Terms. 



Sold by 



H. d. Allen & Go. 

SOLD TO 



Shipped by 



Series B. 
No. 141. 



Sales folio. 



Cash received. 



^. 



Lot Ho. 



Gk. 



Totals 



1 
1 




OonB^. 


1 






1 
1 


1 







Mdae. 



The Sales Book may be omitted, the records of the credit sales slips being posted directly to the 
Sales Ledger, and their footings being carried to the General Ledger. In this case the slips take the 
place of Order Book, Sales Book, and Shipping Book. Most merchants, however, prefer to keep a 
record of credit sales in book form for convenience of reference. 

The business represented includes in addition to a commission business the purchase and sale of 
merchandise on account of the firm, and the sending of shipments to other commission merchants. 

When goods are sent away to be sold, they are charged to "-Shipment No. — " in precisely the 
same way in which they would be charged to a customer. When remittances are received on account 
of shipments, the shipments are credited ; and when their full proceeds have been received, they are 
closed into Loss and Gain. 

When merchandise is bought on credit on account of the firm, it is compared with the invoice 
and entered in the Invoice Register, or Purchase Book. When merchandise is bbught for cash on 
account of the firm, it is compared with the invoice and its cost is entered in the merchandise column 
of the Cash Book. 

No statement of the resources and liabilities of the business is given in this set. The business 
is represented as already established, and the records and Trial Balance are for the business of the 
month represented. 

A Collection Register is shown on page 178. Its office is similar to that of the Tell Tale shown 
in the Furniture Business. 

Inasmuch as consignments are usually sold to dealers, with a discount for prompt payment, an 
additional charge of one per cent is made when cash is remitted with the account sales. 

The pupil should complete the records of all the books for the business of the month, make out 
the accounts sales, write the necessary letters, and make a few of the sales slips. 
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The charge for commission is uniformly five per cent, and the usual term of credit is thirty days, 
with a discount of one or two per cent on bills paid within ten days. 

Freight and drayage are charged to merchandise, on the theory that they constitute a portion of 
its cost. 

All discounts for the payment of bills before they are due are charged to merchandise, although 
the bills may be in part or wholly for goods sold from consignments. 

To save labor and space, the " one per cent for cash '' is entered as commission in the Cash Book. 

When goods are sold at different times, or on different terms of credit, and when the consignor 
has an " open account " with the consignee, remittances are sometimes considered due at the equated 
time, as found by the rules for "equation of payments." 

In the following set the pupil may insert the name of the state in which he resides. 

Exercise 23. Memoranda. 

July 3, 1891. Cash on hand, $ 497.02. Bought for cash of Judson H. White, Hallsville, 10 tubs 
creamery butter, 31, 28, 26, 31, 28, 27, 36, 31, 29, 30 lbs., @ 17^. Paid freight and drayage, $3.15. 
Received from Leroy C. Chandler, Zanes Falls, to be sold on his account and risk, 50 doz. eggs, 356 
lbs. spring chicken, 200 lbs. fowl. Freight and trucking, $ 3.62. Paid cash for new Ledger, $ 4.50. 
Received from Charles G. Griffith, St. Cloud, to be sold on his account and risk, 687 lbs. sage cheese. 
Paid freight and cartage, $ 1.75. Bought of Samuel J. Weed, Ansonia, @ 2/30, 1600 lbs. extra fowl 
@ 13^. [Delivered.] Sold Bickford*& Jordan, 5 tubs creamery butter @ 1/30, 31, 26, 28, 36, 29 lbs. 
@ 19^ [Delivered.] Sold Hall P. Johnson, Jonesville, for cash, 500 lbs. sage cheese @ S\P (con- 
signment No. 2), and shipped per C. R. R. Took on our own account, @ 30 days (consignment No. 1), 
and shipped to James W. Miller, Til ton, to be sold on our account and risk, 50 doz. eggs @ 22^. 
Received from A. P. Hatch, New Chatham, 8 tubs creamery butter, 26, 23, 29, 15, 17, 19, 15, 16 lbs., 
to be sold on his account and risk. Paid freight and drayage, $ 1.95. Shipped Henry M. Bright, 
Kensington, to be sold on our account and risk, 678 lbs. creamery butter @ 18^. Sold William 
McDonald, Antrim, for cash, and shipped by American Express, 1600 lbs. extra fowl @ 14^, 200 lbs. 
common fowl @ 12^ (consignment No. 1). Sold C. H. Swain, Sandown, @ 2/10, net 30, 300 lbs. 
choice spring chicken @ 20^ (consignment No. 1). [Merchant's Despatch.] Received from Wm. B. 
Rich, Rockport, to be sold on his account and risk, 682 lbs. cheese. Paid freight and drayage, $ 2.90. 
Paid weekly salaries, $ 38. 

[The pupil will now foot the charges for freight made in the Consignment Book during ther day, 
and carry the amount to the proper columns of the credit side of the Cash Book. He will select the 
cash sales blanks and enter the amount of cash consignment sales and cash merchandise sales sepa- 
rately in the proper columns on the debit side of the Cash Book. 

The difference between the two sides of the Cash Book is found, and compared with the amount 
of cash on hand. If the two agree, the balance is entered for reference in small red figures in the 
general column, as« shown on page 181. The Cash Book is balanced and its footings carried to the 
Ledger only at the close of the month. When freight charges are paid weekly or monthly as is com- 
mon, the charges cannot be entered in the Consignment Book till the bills are rendered. In this case 
the entry is made in the Cash Book only so often as the bills are received and paid, the proper amount 
being put in the consignment column, and the remainder in the merchandise column.] 

July 11, Received from William B. Rich, Rockport, per E. R. R., to be sold on his account and 
risk, 16 tubs, 40, 42, 41, 39, 40, 46, 42, 22, 21, 19, 21, 20, 30, 31, 32, 30 lbs. butter. Bought of Leroy 
C. Chandler, Zanes Falls, @ 2/30, 8 tubs, 20, 21, 19^, 41, 40, 36^, 38, 24 lbs. Vermont dairy butter @ 
17^. Sold Chas. E. Welch, Fredonia, @ 1/30, 8 tubs, 26, 23, 29, 15, 17, 19, 15, 16 lbs. creamery but- 
ter @ 22^ (consignment No. 3). Sold Cyrus C. Tibbals, Grantham, for cash, 187 lbs. sage cheese 
@ 9^ (consignment No. 2). Bought of Samuel J. Weed for cash, 75 doz. eggs @ 19 ^. Shipped 
per E. R. R. to J. H. White, Hallsville, to be sold on our account, 500 lbs. Vermont dairy butter @ 
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17^. Paid for new sign for store, $25.00 (Expense). Rendered accounts sales to A. P. Hatch and 
Chas. G. Griffith, charging 5 % commission on sales and 1 % for cash, and remitting proceeds in cash 
by check. Received account sales of shipment to James W. Miller; net proceeds in cash, 311.30. 
Received account sales of shipment to H. M. Bright ; net proceeds, $ 136.21 to H. M. Bright's account. 
[Enter on debit side of C. B. in General column, and on credit side in Merchandise column. Then 
enter in S. B. as a sale of Merchandise to Bright. If a Journal were kept, the record would be sim- 
pler.] Sold L. A. Harrison for cash, 56 lbs. spring chicken @ 20^ (consignment No. 1). [Delivered.] 
Receive and pay bills for freight and trucking for the week, $5.81 (consignment No. 5, $2.45). Paid 
salaries, $ 38. C. H. Swain paid bill of July 3, less discount. 

[Enter the cash balance in red ink, and post the items of the sales, purchases, consignments, and 
shipments as before.] 

July 18. H. J. Allen drew for personal use, $ 50. Received from Samuel J. Weed, to be sold on 
his account and risk, 1200 lbs. cheese. Sold Stephen A. Harrison for cash, 500 lbs. cheese @ 8J^ 
(consignment No. 4). [Delivered.] Sold William McDonald, Antrim, @ 1/30, 10 tubs, 40, 42, 41, 
40, 46, 22, 21, 21, 20, 30 lbs. creamery butter @ 19^ (consignment No. 5). Bought for cash of James 
M. Wood, Brightwood, 692 lbs. dairy butter @ 15^. Sold Robert E. Thompson, Maplewood, @ 1/30, 
182 lbs. cheese @ 8|^ (consignment No. 4), and 160 lbs. spring chicken @ 21^. [American Express.] 
Sold Hall P. Johnson, Jonesville, for cash, and sent by Merchants Despatch, 300 lbs. creamery butter 
@ 22^, 193 lbs. butter, 6 tubs, 39, 42, 19, 31, 32, 30, @ 19^ (consignment No. 5). Received account 
sales of shipment to J. H. White. Proceeds remitted in cash, $ 105.45. Sent account sales for con- 
signments No. 4 and No. 5 and remitted proceeds in cash to W. B. Rich. Sold James H. Kirkwood, 
Shawmut, @ 1/30, 300 lbs. skim cheese (^ 3 ^ (consignment No. 6). [Delivered.] Paid S. J. Weed's bill 
of July 3, less discount. Shipped Cyrus C. Tibbals, to be sold on our account and risk, 1125 lbs. 
common fowl @ 10^. Prepaid express, $ 1.75. [Charge express to the shipment.] Paid freight bill 
for the week, $ 2.67, of which $ 1.42 was on account of consignment No. 6, Paid salaries, $ 38. 

July 25. Received from W. S. Reed & Co., Wrightington, to be sold on their account and risk, 
2500 lbs. fowl. Sold Bickford & Jordan, Great Park, 150 lbs. common fowl @ 10^, for cash. 
[Delivered.] Sold James W. Miller @ 1/30, 250 lbs. creamery butter @ 22. [P. R. R.] Received 
from Chas. G. Griffith, St. Cloud, 250 lbs. cheese to be sold on his account and risk. Sold Chas. E. 
Welch, Fredonia, @ 1/30, 900 lbs. skim cheese @ 2^^ (consignment No. 6). Bought of C. H. Swain, 
Sandown, @ 2/30, 300 doz. eggs @ 19^, paying $ 1.60 express, and shipped them to William McDonald 
by American Express to be sold on our account. Prepaid express, $1.25. [Two entries.] Paid 
salaries, $38, and freight and drayage for the week. [Consignment No. 7, $1.90; consignment No. 8, 
$1.62.] 

July 31. Bought of W. S. Reed & Co., Wrightington, @ 2/30, 670 lbs. dairy butter @ 16^. 
Received account sales from William McDonald and net proceeds of shipment in cash, $ 52.40. Sold 
from consignment No. 8, @ 1/30, to Robert E. Thompson, Maplewood, 250 lbs. cheese @ 8J^. 
[H. R. R.] Rendered account sales to C. G. Griffith. Proceeds to his credit. [Credit Griffith in the 
general column of the C. B.] Received from Judson H. White, Hallsville, per E. R. R., to be sold 
on his account, 300 doz. eggs. Sold James W. Miller, Tilton, @ 1/30, 1500 lbs. extra fowl @ 15^ 
(consignment No. 7). [Shipped by P. R. R.] Sold Stephen A. Harrison for cash, 1000 lbs. extra 
fowl @ 15^ (consignment No. 7). [Delivered.] Rendered account sales to W. S. Beed & Co. and 
remitted proceeds by check. Paid rent for the month, $ 40. Paid salaries, $ 38. Rendered account 
sales to Leroy C. Chandler. Proceeds to his credit. 

The pupil should now complete the entries for the month. The Cash Book should receive final 
entries and be balanced, the sales blanks should be properly filed, the Invoice Register and Sales Book 
should be closed, etc. 

The following pages contain portions of the Receiving Book, a portion of the Consignment Book, 
several sales slips properly filled, an Account Sales, the last week of the Sales Book properly closed, 
the first two weeks of the Cash Book closed as it should be at the end of the month, a few accounts 
from the Sales Ledger, a few accounts from the General Ledger, and the Trial Balance for July 31. 
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REMARKS. 

The Sales Book and Collection Register may be combined in one. 

If there were many shipments, it would be better to open a separate account in the General 
Ledger to represent them. In this case the shipment column of the Sales Book would be footed and 
posted, and a separate set of money columns would be opened for shipments in the Gash Book. 

The pupil would do well to reserve one page of his General Ledger for the shipments. 

The check marks in the Consignment Book are made by the book-keeper in ascertaining how 
much of a consignment has been sold. 

Receiving Book. 
July 3, 1891, 



Lot Ho. 0. F. 



175 Leroy C, Chandler, 
50 doz. Eggs 
856 lbs. Spring Chicken 
200 lbs. Fowl 

175 Charles G. Griffith, 

687 lbs. Sage Cheese 

175 A. P. Hatch, 

8 tubs Creamery Butter 

26 16 

S3 17 16 -^^ ,. 

29 19 16 160 lbs. 



Charges. 



Zanes Falls 



St. Cloud 



New Chatham 



78 61 



31 



FORM OF ACCOUNT SALES. 




H J. ALLEN & CO., Commission Merchants. 




/^-^^ 



/ ^€Z^€d -a^. ^€^€'€4^'lACd 




fidy //tfb, /8(jf 



4.e4. 



-/ 

'tl4<l€4^ €l^€i jC'tJi'l f^^-^a^i^^ 1^ - 



^ A^' ^ J // 

_.__-..._ .€i/ntz d<i<d 



o4ii. 



Date. Marks, bnantitj. 



Jxdy 18 



E. 



E 



SALES. 



516 lbs. Butter 



19 



98 04 



& 0. E. 



OHABOES. 

Freight and Cartage 
Storage 
Insurance 
Commission, 5^o 
1 % for Cash 
Net Proceeds 



98 04 



2 45 



4 90 

98 
89 71 

98 04 
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COJfSIGNMBNT BoOK. 



Lot No. 1. L 


BBOY 


C. ( 


3hand 


LER, Za, 


nes Falls. 


1 






1891 1 




; 1 


1891 ; 






July 3 5(fdoz, Eggs 




1 
i 


Jvly 8 


20a^lb8. Com. Fowl 








356^ lbs, Sp. Chicken 


' 




®W 


1^- 


24 




20C^ lbs. Fowl 1 


5(f'doz. Eggs @ 22^ 


s. 


11 




Fr^'iflht. S 62 




30a^lb8. Sp, Chicken 




1 


Cr}>iimfssio)) 1 o 


31 




@20^ 


s. 


60 




31 Lf'ro)/ C. Chandler 




.vr 


27 


11 


BG^lbs. Sp. Chicken 


1 












@20^ 


a 


11 20 


i 


106 20 


< 




106 \20 

1 ' ' 



Why is no " discount for cash " chajged on this consignment ? 



Lot No. 2. 



1891 I 
Jvly 3 i 687^lbs. Sage Cheese 

I Fi'<'inltt (i/til triu'lcinfj 

II Disrfj'iiif Jff 

(/(niniiiss)Oi( 2/J7 
. (-(t.sh 



Chas. G. Griffith, St. Cloud. 



I 



/ .) 






J / I 02 
59 33 



1891 I 
July 3 dOfflbs. @ 8\^ 

11 187^ lbs. @ 9^ 



C 
C 



42 



50 



16 83 



59 38 



Lot No. 3. 



1891 
July 3 160 lbs. Butter 

Northern extra 



It 



2ev 

23y/ 
29V 
16y/ 



17V 
19V 

16V 
16V 



93 67 

Fr<:'uiJtt oiffl truxkiiuf 

(^itiii iH is.sion 1.7 f/ 

Cash 



A. P. Hatch, New Chatham. 



I ur, 



o 



' > / 



// 
// 



35 20 



1891 
July 11 \ 160 lbs. @ 22^ 



26V 


17V 


23V 


19V 


29V 


16V 


isv 


16V 



93 



67 



S. 



35 20 



35 20 
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SALES SLIPS. 



Date. 

r/s/9/ 


H- J. Allen & 


Co. 






Series B. 
No. 1. 


Terms- 

f jso 


SOLD TO 


Sales folio. 


m 


Sold by 


Cash received. 

$ L...... 


Shipjmlby M^^i^: 


Lot No. 


Ok. 
\ 






Oonsgti. 


Mdw. 




6 tic{yQ. ButUh, 3/, 26, 28, 36, 2^ \ 
f60 tU. @ /^^ 


28 


60 




1 

1 


28 


so • 


Date. 


H. d. Allen & Go. 

SOLD TO 

^kv^fii^n.&7tt to HeAiAAf ?Vi. Bvicfkt 


Series B. 
No. 3. 


Terms. 


Sales folio. 


/C&n^iA/yuftcyyv 


Sold by 


rtaeh rA/^Aii/oH 


Shippedby ni_^_.__R._R._ 


4 


> 1 




Lot Ko. 


Ok. 


1 


Oonsgts. 


' Md>e. 




1 


678 tU. BiitUv (rt) f&i^ , /22 


0^ 


1 

1 


; /i»i> 


Of- 


Date. 

7/f8/<^f 


» 

H. d. Allen & Co. 

SOLD TO 

/ifcM <P. jlak^yiQAyn 


Scries A. 
No. 109. 


Terms. 


Sales folio. 


^an&av-Cl(& 




Sold by 


r^Afih FArAivoH 


Shippedby ^.t^.v^b.^^^tMt'y. 


$ 


^ /02 I 67 




Lot No. 


Ok. 






Oons^B. 


Mdso. 


^ 


1/ 

V 


— 1 
300 tU. BtctUv @ 22^ 
/93 '' '' @ /^^ 


66 
36 


67 

67 


36 


67 

67 


66 






Totals 


/02 


36 


66 
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1891 
My 31 



1891 
July 31 



1891 
July 31 



'kipment ^ 6 



I 1 



GENJafeAL Ledger, 
'Merchandise. 




1891 
81 July 31 



Cash. 



1891 



31 



Loss AND Gain. 



■ii 



5 85 



1891 
July 11 



Shipment ^ 1 
Shipment # 2 
Shipment ^ 3 



a 

s. 



L, 
L. 



309 
629 



16 

85 



1591 93 



30 
14 17 
20 45 



Sales Ledger Accounts. 



mi i 

J 31 




* — 
1 1 




1891 




1 
i 






S. 


703 


56 


July 31 


C. ' i 


60 


J 




i 
1 




1 


J. 




57 





K 



b. 5. 



1891 



1891 

July 3 Cash 



Shipment to W. McDonald. 





1 

1 


1891 


1 


5 Mdae. 


57 


July 31 Cash 


52 40 


Cash 


1 25 




L. and 0. 


5 85 




58 25 


, 


58 


25 




CONSIQli 


rMENTS. 









1891 
756 ' 12 July 31 i Cash 

Mdse. 



324 95 
461 25 
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July 25 



25 



31 



31 



Bemftrkit 



lOK-KEEPiyO. 

BUSINESS . 

MPS. 



Sales Boo 
July, 1891. 



Go. 



Series B. 
No. A. 



L.P. o«§;f- 



Sales folio. 



Amounts forward 
J. W. Maier, Tilton 

250 lbs. Butter @ 22^ 

182 a E, Welckj Fredonia 

6 900 lbs. Cheese @ 2i^ 



Cash received. 



25 177 



8 



177 
177 

177 



Shipment to W. McDonald 
300 doz. Eggs @ 19^ 

Boht, E, Thompson^ Maplewood 
250 lbs. Cheese @ 8^^ 

Jos. W. MUleTj Tilton 
1500 lbs. Fowl @ 15^ 

Merchandise, Cr. 
ConsignmentSf Cr. 

Sales Ledger Accounis, Dr. 



Collection Register. 



Vo. 

1 
2 

. 4 

5 

I 6 

7 

' 8 

9 

10 
11 



Payee. 

Bickford & Jordan, Oreat Park 

C, H, Swain, Sandown 

Chas. E. Welch, Fredonia 

H, M. BriglU, Kensington 

Wm, McDonald, Antrim 

RobeH E, Thompson, Maplewood 

J. H. Kirkwood, Shawmut 

J W. Miller, TiUon 

C E. Welch, Fredonia 

Bobt E, Thompson, Maplewood 

J, W. Miller, Tilton 
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1891 
My 31 



1891 
My 31 



1 25 



4 

1 



1891 
My 31 ,2Q 



61 25 



70.: 
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28 50 
60 

35 20 

36 21 
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49 53 

9 
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Sales Book. 
July, 1891. 



Dne. 



Paid. 



Remuki. 



1/30 Aug. 



24 



1/30 Aug. I 24 



1/30 I Aug. 30 



1/30 Aug. 30 



Collection Register. 



Ji L* Ai Ai 



When Dae. 

Ml it Jt Ai 



8. Oi Hi D. 
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Oaahi 
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10 



10 
10 
17 
17 

\l7 
24 
24 
30 
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1 20 58 ,80 July 11 
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Cash Received. 



July 3 



11 



July 18 







Hdia. Oon 


Bgta. 


Salei Ledg«r. 


Oommifiion* 

1 


OflneitL 
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1 
1 






94 53 
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Sales Ledger Acc^ts 
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60 
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67 
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67 
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Cash, Dr, 
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531 71 
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497 02 
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Samuel J. Weed, Ansonia 
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Leroy C Chandler, Zanes Falls 
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C H. Swain, Sandovm 
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W. S. Reed & Co., WrightiJigton 


V 


 V 
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177 


V 


Sales Ledger Accounts 


177 
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. — 


Mdse., Dr, 



Bate. 



General. 
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3 


208 






11 


40 80 
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25 
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107 20 
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Cash Paid Out. 



July 3 y/ Mdse, 

V Mdse, 

y/ EoDpenae 

V Expense 
, V , Consgts. 

11 V Mdse. 

V Eapense 

V Consfft. # 2 
, V Con8gt.#3 
I V 3fctee. 

V Consgt. 

j y/ Sundnes 
177 Mdse. 
177 Consgts. 
Expense 

177 Cash, Cr. 

' Balance 



J. H. White 
Fi'eight, etc. 
Ledger 
Salaries 
Freight, etc. 
^S. J. Weed 
New Sign 
Proceeds 
Proceeds 
Ship't # 2 
Freight, etc. 
Freight, etc. 
Salaries 
Dis(^tC.H.S. 



KdM. 


Ooiugts. 


Ezp«nM. 







' " ~ 


* 


50 49 






' 




3 15 
















4 50 








1 38 


• 




10 


22 






14 25 











General. 



136 21 

I 
I 

3 36 
1 20 

208 ' 66 



57 58 

33 25 

I 

2 45 
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25 
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6S1 I 16 



000 ' 00 
208 66 
103 50 
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Sales Ledger. 
BiCKFORD & Jordan, Cheat Park. 



1891 i 
July 3 Mdse. 



28 



50 



C. H. Swain, Sandown. 



1891 
July 3 Mdse, 



60 



1891 
July 11 Cash 

25^ 1. 



180 60 



57 



C. E. Welch, Fredonia, 



1891 
July 11 Mdse, 
25 Mdse. 



35 20 

178 I 22 50 



Trial Balance. 







July 31, 1891. 










Expense 


259 50 






Loss and Oain 


1 

1 


29 07 


Leroy C CJiandler 






138 07 


' W. S. Reed & Co. 






107 20 


Commission 






. 44 


' Shipment to Tibhals 


114 


25 




C. 0. Griffith 






18 57 


H. J. AUen 
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177 Sales Ledger Accounts 
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31 
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QUESTIONS. 

What kind of business is represented in this chapter? What is a commission merchant? a consignment? 
a shipment? consignor? shipper? consignee? What books are used in this set? For what is the Receiving Book 
used ? the Consignment Book ? From what are its records obtained ? What are made from its records ? What is 
said of the form of the Cash Book ? Since no Journal is used, what will take its place ? From what are the records 
of the Sales Book obtained? To what are its items posted? its footings? Describe its form as exliibited on page 
178. Wliat accounts are placed in the Sales Ledger? in the General Ledger? What is done with consignments 
when they are received? What is the object of marking them? How often is the Receiving Book passed to the 
office? For what purpose? Describe the sales slip. How are the sales slips bound? How are they numbered? 
What is the object of numbering them? If the goods sold are to be shipped, what is done with the sales slips? 
What does the shipping clerk's check signify ? Which set of money columns does the salesman fill out ? Who fills 
out the other two ? Why does the book-keeper separate the slips for cash sales from the others ? ( Ans. Because 
it is necessary for him to charge the credit sales to purchasers.) What entry does he make from the cash slips ? 
from the credit slips? What book maybe omitted? In this case what takes its place? What other business 
beside the commission business is recorded in this set ? How are shipments treated ? What is done with ship- 
ment accounts when they are settled? With what is merchandise bought by the firm on credit compared? 
What entry is made in the books ? Describe the Invoice Register. By what other name is it known ? What is 
said of cash purchases? What is omitted from the memoranda of this set? Of what do the records consist? 
Describe the Collection Register on page 178. What is its purpose ? When and why is a charge of " 1 % for 
cash '* made against a consignment? Should this charge be made when the proceeds are carried to the consignor's 
credit? when the cash is not sent promptly on the sale of the goods? What records should be made by the pupil 
in this set? What rate of commission is charged? What are the usual terms of sale? To what are freight and 
drayage charged? On what principle? To what are the usual discounts charged? With what is the "1 % f or 
cash " entered? Why? To what might it be credited? (Ans. Merchandise^ or consignments^ or discount, or allow- 
ances,) What is said of the equated time? What State may the pupil use in the records of this set? What 
eutries are made at the close of every day? How is the Cash Book proved? How is the daily balance entered? 
(Pencil footings are made in all the columns to prevent the necessity of adding from the beginning every day.) 
How often is the Cash Book balanced ? It is common for teamsters to pay freight bills on goods which they carry 
from the wharfs and railroad stations, collecting from the customers weekly or monthly. When freight and 
cartage bills are thus received and paid, how often should they be entered ? (The receipted bills in this case may 
form the memorandum from which the book-keeper writes up his Cash Book and Consignment Book.) To what 
two columns of the Cash Book are the freight and cartage changes carried ? What two books may be combined 
in one? If there were many shipments, what changes in the form of the books would be wise? To what account 
would the footing of the shipment columns in the Sales Book be posted ? To which side ? To what account would 
the footing of the shipment column of the Cash Book be posted? To which side? On which side of the Cash 
Book would the shipment column be placed? Describe the Receiving Book; the Consignment Book; the Sales 
Book. How is the Sales Book closed at the end of the month? How often should the items be jKwted to the 
Sales Ledger ? How is the Purchase Book posted and closed ? 



CHAPTER XV. 



MANUFACTURING. 



We illustrate in this set a series of forms adapted to the use of shoe manufacturers. Every 
kind of manufacturing requires the use of books specially adapted to its work for memoranda 
connected with the business, and the usual books for recording purchases, sales, and expenses. Strictly 
speaking, these last books include the whole work of the book-keeper, for the memorandum books 
are kept by the foremen and others as records of the kind and amount of work required and per- 
formed. It is thought best, however, in order to make the business represented as vivid as possible in 
the student's mind, to give a general description of the business and of the several books required. 

In order to fix a price for his goods, the manufacturer may use a 

CALCULATION BOOK. 

In this he records the cost of stock for all parts of a shoe, and of the labor required to make it 
in such numbers as he is likely to produce. To this cost he adds a proper part of the interest on his 
investment, the deterioration of his property, and the other necessary expenses and losses connected 
with the business. He thus ascertains as nearly as possible the net cost of the several kinds which 
he makes. He then adds a ^' margin " of profit, and so fixes the price at which he can sell. 

When orders are received they must be recorded in some convenient form. For this record an 

ORDER BOOK 

is used. This book contains a full description of every shoe ordered, whether it is precisely like the 
sample from which it was ordered, or whether, as is quite likely, it is to differ in some particulars 
from the sample. It is often found most convenient to devote a separate page to each customer, and 
to index the book like a Ledger. Its form may be as follows : — 



C. H. Brown. 



916 


120 


D 


917 


120 


C 


918 


120 


A 


919 


110 


• 

E ; 


920 


90 , 


D . 


921 


50 


c 



Oct. 10, 189'. 

Am. Kid Biitt. Lap. Box. No. 9 Pat. tip. 

Welt. Opera, 6/8, No. 2 B. E. Red Mo. Finish 

18 sole Brown Top Stay 

TelloU) Stitch No Stay Blk. Fly lining 

10/6 10/5} 20/6 20/4} 2O/4 20/3} IO/3 10/2} 

2i^6 

Oct. 15. 

French Kid Butt. S. S., 4/8 Heel B. E.O.&W. 

24 F. box Olive No Stay 

20/6 10/4} 10/4 80/3J 4O/24 

10/8 10/7} 10/6 10/6} 20/6 2O/4 IO/3 

20/6 20/4 10/2} 



1; 



xy no 



Sold by a D. C. 



^ 



20 



Sold by J. B. T. 



The first column gives the "lot number." This is the number by which the lot will be known 
by all who are to deal with it during the process of manufacture. As will be seen, there may be 
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several lots for one order. The second column records the number of pairs in each lot. The third 
column shows the width of tAe last. The fourth column gives a full description of the shoe, and 
the numbers and sizes required to fill the order. For example, the first order was given by Mr. C. 
H. Brown to a salesman whose initials are C. D. C. The shoes were to be made of American kid, with 
lap seam, box toe, etc. There were to be 120 D*s, 120 C's, and 120 A's. Of the D's, 10 pairs were to 
be made on No. 6 lasts, 10 on No. 5^, 20 on No. 5, etc. Of the C's and A's the sizes were to run from 
2^ to 6 ; and as no numbers are given, the same are to be used as in the line above. The price is 
entered in cipher at the right. When an order is given for shoes that are precisely the same as some 
preceding number, the order is not entered in full, but is given in an abbreviated form, with reference 
to the number of the order of which it is the duplicate. This saves the labor of entering a full 
description more than once. 

From the Order Book the directions needed by the cutters are copied into the 

CUTTING BOOK. 
This may have the following form : — 

Oct. 10, 189'. 



^^Welt 916 120 D. BuU. Am. Kid. Tap. Box. No. 9 Pat. tip. 

' 10/6 10/6J 20/6 20/4i '^V^ ^y^ ^V^ ^V^ V^ X L. No. 2 B. E. 
Red Mo. Finish 

i^WeU ^917\ 120 ' C. 10/6 10/6 10/2 20/6 20/4^ 20/4 20/3J IO/3 IO/2} 

^9 WeU 918 120 I A. 10/6 10/6 20/6J 20/6 20/4i 2O/4 2O/3J IO/3 IO/2} 

I Opera. Wide stay. For C. H. Brown. 

^-^Flex 919 ' 110 E. Butt. French Kid. 

I 20/6 10/4i ^^/4 30/31 40/2} 4/8 Heel B. E. G. &W. 

s^ Flex 920 90 ' D. lO/g IO/7} 10/6 10/5} 20/6 20/4 10/6 

^-^Flex 921 I 50 O. 20/6 20/4 10/2J 

^^ Flex 922 20 ^ B. 10/4 10/3 

I I \ Olive. No stay. For C. H. Brown. 

The cutter receives with every lot a "tag,'' made from the Order Book, with directions 
through whose hands the shoe passes in making. This tag is never to leave the stock until it 
verted into shoes, and the shoes are ready to be shipped. It may have the following form : — 
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The laster, stitcher, heeler, edge setter, etc., each gets his directions from the tag, as the lot 
comes to him. To keep an account of his work, each workman fills ou^a slip like the following, which 
forms the basis of the amount of pay which he is to receive at the close of the week. 
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When workmen are employed by the day or the week, the foreman keeps an account of their 
time, and they are paid by him, or receive their pay in envelopes from the office. 

When the lot or lots composing an order are finished, the goods are inspected, packed, charged, 
billed, and sent to the purchaser. 

Other forms and books are sometimes necessary to secure accuracy in the work and system in all 
departments, but the forms shown are the most important. 

The books used by the book-keeper will vary in form according to the extent of the business and 
the tastes of the proprietor, but the books employed in the following exercise are believed to be well 
a^lapted to the use of both large and small concerns, and to exhibit all the results that are essential to 
a full knowledge of the progress of a business. 



EXERCISE 24. 

The books employed are a Purchase Book, a Sales Book, a Cash Book, a Note Book, a Journal, 
and a Ledger. 

The Purchase Book records all purchases not paid for when received. As only the amount of a 
bill is entered, the separate items of purchases are not given in the memoranda. 

The pupil should be required to make invoices of purchases at the following prices : — 



2 oz. Shoe Tacks @ llif per lb. 

8/8 Nails @ 3|^ per lb. 

Glazed Grison Kid @ $ 13.50 per doz. 

XX Grison Kid @ $ 22.50 per doz. 

Oil Pebble Goat @ 21^ per sq. ft. 

Vici Kid @ 24^ per sq. ft. 

Cartons @ 2f ^ each. 

Napa Leather @ f 7 per doz. 



Buttons @ 32^ per gross. 
Laces @ 75^ per gross. 
Imitation Goat @ 18^ per ft. 
Cabrettas @ 18^ per ft. 
Eyelets @ 7^ per M. 
Inner Soles @ $ 1.80 per case. 
Soles @ 11^ to 16^ per pair. 
Sole Leather @ 10^ to 18^ per lb. 



The Sales Book needs little explanation. Enough special columns are used to secure economy of 
time in posting. 

The Cash Book introduces special columns with much advantage, and records all cash transactions. 

The Note Book is used as a memorandum of Notes Payable and of Notes Receivable. 

The Journal is used for entries that do not clearly belong in the Cash Book or the Purchase 
Book or the Sales Book. These are the opening entries, " cross entries," so called, that simply trans- 
fer one account to another, and require more explanation than can easily be put in the Ledger, special 
allowances for goods returned, etc. Its entries are very few, and they could all be put in other books. 

The Ledgers are three in number, — a Purchase Ledger, a Sales Ledger, and a General Ledger. 
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The Sales Ledger contains the accounts of customers; the Purchase Ledger contains accounts of 
creditors ; and the General Ijedger contains all other accounts. When parties have an open account 
with the firm, both buying of* the firm and selling to them, it is of no consequence whether their 
accounts are put in the Purchase Ledger or in the Sales Ledger ; but, to secure uniformity, the pupil 
will put all such accounts in the Purchase Ledger. 

Three special columns are repeated in all books of original entry, — " Sales," " Purchase," and 
"General." These are abbreviations for Sales Ledger Accounts, Purchase Ledger Accounts, and 
General Ledger Accounts. Put every amount that has not a special column of its own in the special 
column representing the Ledger to which it is to be posted. A little study of the forms given will 
show the methods by which this work is done. 

Xo Cash Account is kept. 

The Trial Balance is taken by differences. 

The Sales Ledger Account in the General Ledger represents the value of the accounts in the 
Sales Ledger, and the Purchase Ledger Account represents the value of the accounts in the Purchase 
Ledger. By uniting the balances of the accounts in either ,of these books, and comparing its value 
with the balance of its account, we prove the booW, and determine in what Ledger an error must be 
sought for when the Proof Sheet does not balance. 

Allowances for defective and returned goods are charged to merchandise. Allowances for inter- 
est, discount, and prompt payment of bills are charged to discount. 

All material that enters into the construction of shoes is charged to Merchandise, material that is 
destroyed in using is charged to Expense. Some articles, like wax and blacking, might be charged to 
either with equal propriety. 

The pupil will notice that the discounts are set on the same side of the Cash Book as the face of 
the bills, while their sum is carried to the opposite side. This method has a mechanical advantage. 

Jan, 2, 1892. 

Edward C. Jones, Charles A. Jones, and Joseph T. Bennett buy the boot and shoe business of 
Caleb A. Perry, deceased, and are to carry it on under the firm name of Jones Brothers & Co. 
Edward C. Jones puts in $ 25,000 ; Charles A. Jones puts in $ 15,000 ; and Joseph T. Bennett puts in 
9 15,000. They pay $ 20,000 for the factory ; $15,000 for machinery ; $ 5000 for manufactured goods 
on hand; and $5000 for leather and unmanufactured stock. They take the following notes and 
accounts at their face value : — 

Note of Russell, Brown & Co., Chicago, 111., dated Oct. 1, 1891, for $ 1550.50, due three months 
after date; note of Henry J. Jordan, Albany, N.Y., for $350, dated Nov. 10, 1891, due three months 
from date; account of Ball & Co., New York, for $560; account of E. C. Bailey, Baltimore, Md., for 
$475.70; account of Munroe & Co., Chicago, 111., $473.23; account of D. E. Ellis, St. Louis, Mo., 
$ 354.50 ; account of H. K. Smith & Co., Minneapolis, Minn., $ 950.72. 

The first three accounts are due Jan. 16, 1892, net. The fourth is for goods sold Dec. 1, 1891, 
5/10, 4/30, net 60. The fifth is for three invoices, — the first $ 384.82, the second for $ 390.40, and 
the third for $ 175.50, — dated Dec. 31, 1891, all on the same terms as the preceding. 

The firm assumes the payment of the following debts : — 

Note of Caleb A. Perry, favor of Hulburd & Blake, for $ 1000, payable Jan. 16, 1892, at the IMan- 
ufacturers' National Bank, Boston. Accounts as follows : Hamilton, Martin & Co., New York, $ 750, 
due Feb. 27, 1892 ; H. B. Endicott & Co., Boston, $ 700, due Jan. 30, 1892 ; wages of help at factory 
$ 1000, due Jan. 2, 1892 ; royalty on shoe machinery for month of December, 1891, due Jan. 15, 1892, 
$ 75. The difference in value between the notes and accounts payable, and the notes and accounts 
receivable, they pay in cash. 

It is agreed that each partner is to be allowed five per cent interest on his investment, and forty 
dollars per week as salary. Losses and gains are to be divided in the ratio of the investments. 

Mr. Edward C. Jone^does the buying, and has charge of the office. Mr. Charles A. Jones has 
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charge of the selling, meeting customers regularly in New York and Boston. He is assisted by Mr. 
Kalph G. Hanson, a traveling salesman. Mr. Bennett has charge of the factory, and is responsible 
for the manufacturing. 

Goods are sold at a uniform rate of 5/10, 4/30, net 60 days. In some instances bills are " dated 
ahead," that is, at a time subsequent to the date of shipment. This practice is common, but is not 
to be commended. 

As in previous exercises we shall give representative transactions as occurring on successive 
Saturdays, it being understood that only a small part of the business can be shown. 

The following goods, previously ordered, are shipped and billed. Wm. H. Biding & Co., New 
Orleans, 240 prs. men's calf balmorals @ $1.25, 120 prs. men's congress @ $1, 144 prs. ladies' 
French kid lace A, B, C, @ $3.50, 36 prs. Suede slippers, opera, @ $3. Paul C. Homans, Atlanta, 
Ga., 36 prs. children's button @ $ 1.75, 48 prs. American ties @ $ 1.05, 240 prs. men's buff balmorals 
@ 95^. Henry C. Bliss, Hartford, Conn., 180 prs. kid button @ $ 3, 120 prs. kid turned C. S. @ 
$ 3.10. Bought, on note at three months, of Hulburd & Blake, Peabody, Mass., invoice of sole leather, 
$ 596.27 ; of Hamilton, Martin & Co., at 5/30, 10 doz. napa leather @ $ 7 per dozen ; of Frank O. 
Ellis & Co., for cash, 20 M. eyelets @ 7^ ; of Hall & Cutler, for cash, 3 gallons glue @ $ 1.50 ; of 
H. B. Endicott & Co., Boston, at 5/30, 20 cases inner soles @ $ 1.75 per case. Received the following 
orders : Ball & Co., New York, 120 prs. boy's buff button @ 75^ ; 240 prs. men's balmorals @ 92^ ^ 
192 prs. Oxford ties @ $ 2.10 ; 60 prs. French kid button C. S. @ $ 3.62^ Of Munroe & Co., Chicago, 
72 prs. boy's calf button @ $ 1.35 ; 240 prs. kid lace @ $ 3 ; 240 prs. kid lace @ $ 2.95. Of Atwood 
& Randall, Worcester, 144 prs. children's button @ $1.75; 180 prs. Suede slippers @ $3. Paid for 
labor during the week, $ 1000 ; for scrubbing office floor, $ 1 ; for stamps, $ 5 ; for bill-heads, $ 10 ; for 
letter-heads and envelopes, $15. Ordered, for net cash, one set Goodyear machines, $650. Rus> 
sell. Brown & Co.'s note was paid in full. 

Jan. .9, 1892. 

Sold from stock on hand, to Henry J. Jordan, Albany, 240 prs. men's balmorals @ 92^ ; 240 pps. 
kid l^ce @ $ 3.50. Filled and shipped Munroe & Co.'s order of Jan. 2. Sold Jordan & Whitcher, 
Poughkeepsie, 120 prs. Suede slippers @ $ 3 ; 360 prs. kid turned C. S. @ $ 3 ; 300 prs. French kid 
button @ $3.75 ^ 24 prs. children's button @ $1.75. Sold Russell, Brown & Co., at 6/10, 360 prs. 
kid lace opera @ $3.75. Filled Ball & Co.'s order of Jan. 2. Paid Hamilton, Martin & Co.'s bill due 
Feb. 27, less interest @ 7%. Riding & Co. pay their bill of Jan. 2, less discount. Bought of Quincy 
A. Towns, New York, at 5/30, 300 6/8 heels @ 7^; 1000 5/8 heels @ 5^; 600 4/8 heels @ 4^. 
Bought of F. K. Piper, Boston, at 5/30, 150 yds. drill @ 11^ ; 200 yds. duck @ 10^ ; 50 yds. cloth (a^ 
$ 2. Bought of Atherton & Thompson, Albany, at 5/30, 6/10, 100 gross laces @ 75^ per gross ; 30 
gross buttons @ $ 1.75 per gross. Bought of the Russell Counter Co., Lynn, Mass., at 5/30, 1800 prs. 
grain leather counters @ 5^. Paid for labor during the week, $ 962, and the members of the firm 
drew their salaries.^ Paid premium for insurance for one year from Jan. 2 : $ 12,000 on building at 
$1.65 per $100; $15,000 on stock at $1.85 per $100. The set of Goodyear machinery arrived and 
was set up, and the bill was paid. Paid for repairs on machinery [Expense], $3.95. Received the 
following orders : Ball & Co., 72 prs. Oxford ties @ $ 2.10 ; 48 prs. children's button @ $ 1.75. E. C. 
Bailey, 240 prs. kid turned C. S. @ $2.50 ; 48 prs. children's lace @ $ 1.25. 

Jan. 16, 1892. 

Shipped order of Atwood & Randall of Jan. 2, and order of E. C. Bailey of Jan. 9. Sold Wm. H. 
Riding & Co., on their note at three months from Feb. 1, 360 prs. French kid lace opera @ $ 3.37|. 
Bought of D. N. Kemp & Co., at 5/30, bill of patent leather tips, $ 87.50 ; of Hulburd & Blake, at 
10/30, net five months, invoice of sole leather, $ 1046.25 ; of Hamilton, Martin & Co., at 6/30, bill of 
kid, $ 1720. Bought of Paul Stevens, for cash, one barrel wax, $ 15. Allowed Munroe & Co. $75 on 
their bill of Jan. 9, on account of damaged condition of three cases of theigoods. Paid Hulburd & 
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Blake's note, due this day, and royalties. Paid Q. A. Town's and Atherton & Thompson's bills of 
Jan. 9, less discount. Got Henry J. Jordan's note, due Feb. 10/13, discounted at First National Bank 
at 5%. [This seems to have been unnecessary.] Ball & Co., E. C. Bailey, and Munroe & Co., paid 
their bills due this day. Paul C. Homans paid his bill of Jan. 2, and Jordan & Whitcher paid theirs 
of Jan. 9 Ball & Co. returned 2 prs. Oxford ties, from their purchase of Jan. 9, because of defects in 
manufacture. Paid for labor, $ 1047, and usual salaries. Paid salary and expenses of traveling sales- 
man, two weeks, $95. Paid traveling expenses of Mr. Charles A. Jones, $55.62. 

Jan, 23, 1892. 

Shipped Ball & Co.'s order of Jan. 9. Sold D. E. Ellis 96 prs. men's oil congress, one-half 
double sole, @ $ 1.40. Sold J. H. Cobb i& Co., Boston, 300 prs. kid turned C. S. @ $ 2.75. Bought 
of them on 5/30 @ $ 2.10, and sold to H. K. Smith & Co. @ $ 2.25, 144 prs. men's calf balmorals, 
welt. Sold Wm. H. Riding & Co. 120 prs. kid lace @ $ 3.15. Bought for cash 10 doz. Persians, 800 
ft., @ 11^^ per ft. Bought of F. R. Piper, at 5/30, bill of drill and duck, $ 39.40. Bought of W. F. 
Hill & Co., at 5/30, bill of soles, $ 1140.42. Bought of H. B. Endicott & Co., at 1/10, 150 yds. French 
delaine @ $2; 200 yds. whipcord @ $3. Paid truckman for freight and trucking $19.47. Bought 
of Groodwin Brothers, New York, at 5/30, 100 prs. iron-bottomed lasts (c^ $ 1.25, 250 tin patterns @ 
10^, 75 prs. wood lasts @ 75^. Received the following orders : Paul C. Homans, 72 prs. kid turned 
C. S. @ $3, 36 prs. children's button @ $1.75. Henry C. Bliss, 120 prs. Suede slippers @ $3, 180 
prs. kid button opera @ $2.50. Atwood & Randall, 120 prs. kid lace opera @ $3. Paid for labor, 
$ 1142, and usual salaries. 

Jan, 30, 1892, 

Paid H. B. Endicott & Co. their bill due this day, and their bills of Jan. 2 and Jan. 23. D. E. 
Ellis paid his bill of Dec. 1. H. K. Smith & Co. paid their bills of Dec. 31 and Jan. 23. Henry C. 
Bliss paid his bill of Jan. 2. Ball & Co. and Wm. H. Riding & Co. paid their bills of Jan. 23. Hul- 
burd & Blake requested us to discount our note held by them at 6 %, and we complied. Shipped 
orders of Paul C. Homans and Atwood & Randall received on Jan. 23. Sold Russell, Brown & Co., on 
their note at three months, 720 prs. buff balmorals sewed @ 75^, 240 prs. French kid button @ $ 3.75. 
Bought of J. H. Cobb & Co., at 5/30, 360 prs. grain congress tap sole @ $ 1.20. Sold Jordan & 
Whitcher 120 prs. grain congress @ $ 1.37^. Bought of Q. A. Towns, at 5/30, bill of heels, $ 121.40 ; 
of Atherton & Thompson, at 5/30, bill of laces, buttons, and tacks, $ 76.20. Paid Hulburd & Peabody 
$ 500 on %, Paid freight and trucking, $ 26.42. Paid express, $ 2.40. Paid for piping and repairs, 
$ 14.46. Paid for labor for the week, $ 961, and the usual salaries. Paid traveling salesman's salary 
and expenses, $105.40. Paid water bill for year, $45. Received the following orders: Paul C. 
Homans, 72 prs. children's button @ $1.25, 120 prs. kid lace C. S. @ $2.40. Henry C. Bliss, 120 
prs. Suede slippers @ $ 2.90, 60 prs. Oxford ties @ $ 2. Atwood & Randall, 120 prs. men's buff bal- 
morals @ 96^. First National Bank allows interest on deposit, $ 22.50. Returned to J. H. Cobb & 
Co. 1 pr. grain congress from their invoice of this day. 

Feb. 6. 1892, 

Shipped H. C. Bliss's orders of Jan. 23 and Jan. 30. Sold Ball & Co. 120 prs. grain congress @ 
$ 1.35, 240 prs. kid turned opera @ $ 3. Bought of D. N. Kemp & Co., @ 1/10, bill of patent leather 
tips, $41.31; of Hulburd & Blake, at 5/30, bill of leather, $192.40; of H. B. Endicott & Co., at 5/30, 
bill of linings and inner soles, $ 296.40. Paid F. K. Piper and Russell Counter Co. their bills of Jan. 9. 
Munroe & Co., Russell, Brown & Co., and Ball & Co. paid their bills of Jan. 9. P. C. Homans and 
Atwood & Randall paid their bills of Jan. 30. Got Russell, Brown & Co.'s note of Jan. 30 discounted 
at First National Bank at 4%. [Was this wise?] Paid freight and trucking, $26.42. Paid for 
postage stamps, $25; for ink, 75^; for gas bill for January, $140; for cartons, $320 [Mdse.] ; 
for cases, $525 [Mdse.]; for machine knife, 35^; for blacking, $2.75; for benzine, $1; for thread. 
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35^. Received the following orders : E. C. Bailey, 240 prs. Suede slippers @ $ 3. D. E. Ellis, 120 
prs. Oxford ties @ $2.10, 24 prs. French kid button @ $3.25. Paid for labor, $896, and usual 
salaries. 

Feb. 13, 1892. 

Paid Kemp & Co.'s bills of Jan. 16 and Feb. 6. Paid balance of Hulburd & Blake's bill of Jan. 16, 
and Hamilton, Martin & Co.'s bill of same date. Atwood & Randall sent note for three months, with 
interest at 7%, for face of their account, and we accepted it. E. C. Bailey paid his bill of Jan. 16. 
Got W. H. Riding & Co.'s note of Jan. 16 discounted at 6 % at First National Bank. Henry J. Jor- 
dan failed, and we received 25^ on the dollar for the face of his account. H. C. Bliss paid his bill of 
Feb. 6. Shipped Paul C. Homans's and Atwood & Randall's orders of Jan. 30, and D. E. Ellis's order 
of Feb. 6. Sold E. C. Bailey 240 prs. kid lace opera @ $ 2.25, 100 prs. straight goat C. S. @ $ 2.10, 
72 prs. Suede slippers @ $ 2.75. Bought of W. F. Hill & Co., at 5/30, bill of soles, counters, and 
laces, $ 142.62. Paid for one Smith shaver, $ 165 ; for one Union edge setter, $ 100 ; for two McKay 
sewing machines, $ 575. Paid for labor, $ 1010, and usual salaries. Received the following orders : 
D. E. Ellis, 360 prs. French kid lace C. S. @ $ 3. H. K. Smith & Co., 120 prs. children's button @ 
$ 1.75. Bought of H. B. Endicott & Co., at 5/30, bill of soles, inner soles, and linings, $ 892. 

Feb. 20y 1892. 

Shipped following orders : E. C. Bailey's of Fel). 6, and D. E. Ellis's of Feb. 13. Sold J. H. 
Cobb & Co. 240 prs. Oxford ties @ f 2.10. Bought of them, at 5/30, 240 prs. men's sewed congress 
@ $ 2.15. Allowed P. C. Homans $ 5.25 on defective goods in his last order. Bought of Hulburd & 
Blake bill of sole leather, at 5/30, for $ 1642 ; of Hamilton, Martin & Co., at 5/30, bill of kid for 
f 2262. Bought of Goodwin Brothers, for cash, bill of lasts for $ 325. Paid F. K. Piper's, W. R 
Hill & Co.'s, and Goodwin Brothers' bills of Jan. 23. J. H. Cobb & Co. sent check for balance of 
bills of Jan. 23. Atwood & Randall, and D. E. Ellis, pay their bills of Feb. 13. Paid freight and 
drayage, $36.49. Paid royalties on machines, $45. Paid for printing, $25.60. Paid salary and 
expenses of traveling salesman, for two weeks, $ 96 ; ' expenses of Mr. Charles A. Jones, $ 21 ; 
expenses of Mr. Edward C. Jones, $ 45. Paid for labor, $896, and usual salaries. Received the fol- 
lowing orders: H. K. Smith & Co., 360 prs. kid lace opera @ $3, 120 prs. children's goat button (a. 
$1.20; Wm. H. Riding & Co., 36 prs. Suede slippers @ $2.87^, 72 prs. kid turned C. S. @ $3.10. 

Feb. 27, 1892. 

Shipped order of H. K. Smith & Co. of Feb. 13, and orders of H. K. Smith & Co. and Wm. H. Rid- 
ing & Co. of Feb. 20. Sold Henry C. Bliss 120 prs. kid button C. S. @ $ 3 ; Atwood & Randall, 240 prs. 
Oxford ties @ $2.10. Bought, at 5/30, of Russell Counter Co., bill of counters, $142; of Q. A, 
Towns, bill of heels, at 5/30, $ 206 ; of F. K. Piper, at 5/30, bill of duck and drill, $ 87.50. Paid J. H. 
Cobb & Co.'s, Q. A. Towns's, and Atherton & Thompson's bills of Jan. 30. Jordan & Whitcher paid 
their bill of Jan. 30, and D. E. Ellis paid his of Feb. 20. Paid for repairs on building, 525(> 
[Expense] ; for office chair, $8.50 ; for a barrel of flour for paste, $ 5 [Mdse.] ; for labor, $ 1142, and 
the usual salaries; for freight and trucking, $14.40; for express, $2.50; for salary and expenses of 
traveling salesman, for two weeks, $ 87 ; for expenses of Edward C. Jones, $ 21.42. 
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J, 193 1 20 

S. 194 16367 50 



1892 
Jan. 2 
16 
30 



Dated 2/1 



J. 192 
S. 194 
S. 194 



Notes Receivable. 



: 1892 

1900 50 Jan. 2 

1215 16 
1440 



a 192 

a 192 



1550 50 
350 



1892 
Jan. 30 



Purchase Ledger. 











1892 


s. 


194 


825' 




Jan. 30 


J. 


192 


1 


20 




a 


193 


3107 


50 





P. , 191 
J. 193 



6625 82 
1450 



Notes Payable. 



1892 






' 


1892 


Jan. 16 


a 


193 


1000 


Jan. 2 


30 


a 


193 


596 27 





J. 193 
P. 191 



1000 \ 
596 27 



1892 
Jan. 30 



S. 194 
J 192 



Sales Ledger. 

1892 
13087 50 Jan. 30 
2814 15 



J. 192 
a 192 



79 20 
8643 75 



Expense. 



1892 






1892 




1 
1 




Jan. 30 


a 


193, 


6541 22 Jan. 2 , 

Discount. 


J.\ 


193 


1075 


1892 


1892 


1 




Jan. 30 


a 


193 


280 26 Jan. 30 


a 


192 


22 50 








it a 


c. 


192 i 

1 


36 61 
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The Ledger on the preceding page has many points of advantage over the one in common use. It 
requires little writing, it is economical of paper, it affords the utmost aid iu taking balances, and 
shows at a glance the condition of any account. It has some disadvantages. Its pages are very large, 
and the title of every account must be entered once a year. The portion presented in the book 
exhibits its appearance at the beginning of the second month. The complete Ledger is made large 
enough to allow the work of three months to be shown on every page. By making every second page 
narrower, four pages with twelve months' records, follow each title. In opening an account, the book- 
keeper estimates the number of lines to be given to it by the greatest number of items which will 
probably occur in any one month of the year. The form given is for a General Ledger, and the 
number of accounts is so small that they occupy only one pagtf. A larger number of pages would 
require the footings to be carried forward from page to page. This form of Ledger is adapted to a 
Purchase Ledger or to a Sales Ledger even better than to a General Ledger. Footings and balances 
of special ledgers are proved, of course, against their accounts in the General Ledger. In practice, 
much time is saved in ruling, in taking balances, and in finding errors, the footings generally showing 
where to look for an error. When a General Ledger is kept in this form, no Trial Balance Book 
or special trial balance is necessary, for the balances carried forward at the beginning of each month, 
and footed at the bottom of the page, constitute all the trial balance that is necessary. The pupil 
should make a Purchase Ledger and a Sales Ledger of this form for Exercise 24. 

QX7BSTI017S. 

What business is represented in this chapter? What principal books are used? What auxiliary books are 
used ? Describe the auxiliary books ? Describe the tag aud slip. Describe the principal books. Describe the 
Ledger on page 197. 



CHAPTER XVI. 

THE PURPOSE OF THIS CHAPTER. 

The pupil who has patiently and thoughtfully mastered the preceding chapters of this book has 
acquired a good knowledge of the theory and the art of book-keeping. It remains for him to extend 
his knowledge of its principles by further study, and to add to his proficiency by diligent practice 
under competent direction. It is the design of this chapter to present to the pupil, by means of accu- 
rate rescripts from the books of expert book-keepers and necessary remarks upon them, such infor- 
mation as to principles and forms as a tour of observation among the best counting-rooms would afford 
him. 

THE THREE GREAT EQUATIONS. 

Every debit has an equal credit^ every credit has an equal debit, and therefore debits and credits are 
always equal. This principle has been frequently enunciated and illustrated in the foregoing pages, 
and it would seem not to need further repetition. Yet its effects are so far-reaching, and its applica- 
tions are so numerous, that it is often called by book-keepers " the whole science of accounts." The 
pupil should accordingly accustom himself to ask with regard to every entry, " Where do I put the 
opposite entry ? " 

The resources and tJie liabilities of a business are always equal to each other. This follows from the 
fact that the proprietor is always to be credited with the net worth, or debited with the net insol- 
vency of a business. This second equality is of great use in its application to Balance Sheets and 
other forms of exhibiting the condition of a business. It also affords a key to the proper amount to 
be placed to the credit of the proprietor. 

The value of the accounts representing the business is always equal to the value of the a^ccounts with 
the external factors. (See page 92.) The importance of this principle is often overlooked. The 
external factors represent the proprietor, inasmuch as they all affect his interest in the business. The 
proprietor's name might be used for Interest, Expense, and all other such titles, or their items 
might all be entered in the proprietor's account. There are, therefore, two parties with which 
accounts are kept, the business and the proprietor, and the balances of their accounts must always 
be equal. 

THE PRINCIPAL BOOKS. 

In a technical sense, a principal book is a Ledger, or some book whose records are posted directly 
to the Ledger. In a more specific sense, the principal books are the Ledger, the Cash Book, the Sales 
Book, the Invoice Book, and the Journal. The Invoice Book records purchases ; the Sales Book 
records sales; the Cash 3ook records cash transactions; the Journal records other transactions. 
The Ledger exhibits the results of all transactions. 

The Invoice Book has many forms and is called by several different names. Sometimes it is 

called a Journal ; sometimes a Day Book ; sometimes a Purchase Book. The last name would seem 

to be the best. It sometimes includes the invoices, posted upon stubs or blank leaves ; it sometimes 

contains a complete list of all goods bought, with date of purchase, and price. It sometimes contains 

only a record of purchases that are made " on time," and it sometimes includes both time and cash 

sales. Its form and its contents are determined by the nature of. the business, and by the tastes of 

the proprietor. Its charges are credited to the parties named, or to Cash, or to Notes Payable, and its 

footings are debited to Merchandise. 
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The Sales Book is known by such other names as Journal, Day Book, and Order Book. Sales 
Book, however, seems to be the most appropriate. It should contain a complete record of all " charge " 
sales, with prices, terms, manner of shipment, etc. In some kinds of business it should include the 
same items in regard to all cash sales. Its charges are debited to the parties named, or to Cash, or 
to Notes Receivable, and its footings are credited to Merchandise. 

The Cash Book records all cash paid or received. Its form varies principally in the number of 
money columns. There may be one set on each side or there may be many. The use of many such 
columns requires great care on the part of the book-keeper, but it often saves much time and labor in 
posting. 

The Journal is a book whose usefulness decreases in proportion to the degree in which the other 
books are made *' principal " books. It was once common to carry all items to the Journal before 
posting them. This practice seems nearly to have disappeared. It is still common to make a Journal 
entry for the footings of other books ; as, — 

July 31 — 



MercJiandise, Dr. 3946 

To Sundries. 3946 

I Aug. 1 

Such a record is taken from the footings of the Purchase Book, or from the sum total of the 
invoices received during the month. Similar entries may include records from the Note Book or the 
Sales Book. In these cases, the footing of the Ledger for any period will equal the sum of the footing 
of the Cash Book and the footing of the Journal. Most of the " improved " systems of book-keeping 
make little or no use of a Journal. Some book-keepers record goods returned in the Journal, in 
order to have their Purchase Books exhibit the actual amount of goods bought. Most book-keepers 
would enter the receipt of notes in settlement of accounts in their Journals, but some would put 
the records in their Cash Books. In all cases what book shall first record the transaction is of little 
importance in comparison with the necessity of so representing it as to secure its being posted to the, proper 
accounts. 

When a business is large, it often becomes necessary to divide the accounts among several 
Ledgers. There are four methods of division : by the alphabet, by classes, by localities, and by a com- 
bination of the first two. When accounts are divided alphabetically, they may be separated into as 
many sections as the number requires, — two and three are common in large concerns. When accounts 
are divided by classes, they are usually separated into Purchase Ledger accounts. Sales Ledger 
accounts, and General Ledger accounts. In the first are put accounts with parties of whom the firm 
buys extensively, and who are usually in its credit ; in the second are put the accounts of parties to 
whom the concern sells, and who are usually in debt to it ; in the third are placed all other accounts. 
In a very large business, the Sales Ledgers and Purchase Ledgers may be divided into several 
Ledgers by alphabetical sections. In the General Ledger, accounts are opened with the Sales Ledgers 
and with the Purchase Ledgers, combining the results exhibited by these books, with Merchandise, 
Expense, Stock, etc. 

AUXILIARY BOOKS. 

An auxiliary book is, strictly speaking, a book whose records are not posted directly to the Ledger. 
The commonest auxiliary books are the Blotter, the Day Book, the Memorandum Book, the Note 
Book (often called Bill Book), the Order Book, and the Receiving Book. Nearly every kind of busi- 
ness requires one or more auxiliary books peculiar to itself. Some of these have been shown. Others 
will be presented in this chapter. Still others w^ill be learned and devised by the student when he 
enters upon his work as book-keeper. 
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THE NUMBER OF ACCOUNTS. 

The number of representative accounts which the Ledger shall contain depends almost wholly 
upon the wishes of the proprietor. He may wish only general results, in which case only a few will 
be needed. He may wish to know exactly the sources of all losses or gains. In this case many 
accounts may be needed. Expense is kept under the following sub-divisions in one of the largest 
clothing houses of the country: — Salaries, Freight, Express, Light, Heat, Drayage, Rent, Insurance, 
Taxes, Petty Expense, Advertising. Very frequently a business is divided into departments and an 
account kept with each department. Concerns often have "branch houses," and open an account 
with each house, charging it for all it receives, and crediting it with all it returns. 

One of the greatest diversities in the methods of different book-keepers exists in the different 
methods which they use in entering a discount for the payment of goods before payment is technically 
due. Suppose, for example, goods are bought on September 1, billed " as for " Dec. 1, with terms, 
" 5/30, 6/10." The understanding is that they must be paid on Jan. 1, at the price entered on the 
invoice. If paid between Dec. 11 and Jan. 1, a discount of 5% is to be made ; if paid between Dec. 1 
and Dec. 11, a discount of 6% is to be made. Having the cash on hand the debtor pays the bill Oct. 1, 
and receives, as discount, 6% of the face of the bill, and interest on the remainder for two months. 
Some accountants would credit Merchandise with the whole amount ; some would credit Interest with 
the whole amount ; some would credit Merchandise with the discount and Interest with the interest ; 
some would open a separate account called Discounts, and credit that with the whole or a part of the 
allowance ; some would carry it to "Allowances " account, with discounts for breakage, imperfect goods, 
etc. In regard to all these and many other details, the young book-keeper must follow the rule of the 
office. It is impossible to state all these varieties in a text-book, and if it were possible it would 
probably be unwise. 

PRINCIPLES NOT FORMS. 

It is much more important to learn the principles that govern all correct systems of book-keeping 
than it is to learn any particular form according to which books should be laid out. An intelligent 
young business man may learn Book-keeping ]jy acquiring the fundamental principles of scientific 
accounting, and draw up his own forms in accordance with those principles. For this reason, a 
knowledge of the principles and methods that are used by the best book-keepers in any business 
will enable any one to vary the forms so as to apply them to any other business. In general, those 
forms are best which (1) require the least copying, (2) the fewest entries, (3) the least ruling; 
(4) which require the books of original entry to be posted directly to the Ledger, and (5) in which 
the journalizing is done by means of ruled columns. (6) The best forms also should facilitate, as 
much as possible, taking balances and ascertaining losses and gains. If the intelligent book-keeper 
criticises his forms on these six lines and finds them satisfactory, while they show all the results that 
the proprietors wish to ascertain, he may be satisfied with his work. 
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63 



73 



796 



A Sales Book. 

Boston, October 6, 1891, 



John Hancock Life Insurance Co., Boston, 

38 lights 38^ x 41 Polished Plate Glass 24.83 

12 " 41 x44 " " " 27,35 

2 " 41^x45 " « " 28.60 



Dr. 



'0 

5% 



16 lights 28i x 41 Polished Plate Glass 14.10 225.60 
20 « 32\x41 " " « 15.95 319.00 

544,60 
50% 272,30 
27.23 



944 30 

328 20 

57 20 

1329 70 

664 85 

33 24 

631 61 



10% 

5% 



245.07 
12.25 



A. C. Harris & Co., New York City, 
1 light 76 x 82 Polished Plate Glass 



Dr. 



W. H. Wood, Lynn, Mass. 

2 plates 15\ x 36^ French Silvered \ o gK ^„^i 
4 ' '' ul X ul " " )  

James L Wingate, Boston, 

3 lights 331 X ^^ Polished Plate Glass \ 

6 " 46 x55\ " " " ICmUract. 

6 « 56 x89\ " « " ) 

For Syndicate Building, State St 

Forward 



'0 

10% 
Dr. 



232 82 

97 00 

48 50 

4 85 



Dr. 



864 43 



43 65 



21 90 



432 69 



1362 67 



Note. — The first column contains the page of the Ledger ; the second, the check made when the goods are 
"billed." 

AN ELABORATE NOTE BOOK. 



Notes Payable. 



Bate. Desorlption. 



Amonnt. Date. When Due. Folio. ^ Sate. Interest. 



Dated at. Time. Made by. In favor of. Where Payable. 



Notes Receivable. 



BeoeiTod From. 



Dated at. Time. Made by. Where Payable, i In favor of. Folio. Dae.| Bate. 



Int.' Amonnt.' Date. Deeoription. Amouit* 
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^cuU V e^uUe^.. 69 £r 7/ Union St., BOSTON, MASS., .-^ffi.f ^.'..1891. 

Enclosed please find our Check No..^f/7J^...,.^jm 
f^f^^^.^.^NA TIONAL BANK for ^"^y't^^. ^':^y^.:^^^^..-N^. DOLLARS, 
in settlement of inwices...^lV^:.^i.!:Jj^^^^^^^ 
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To.^^V:l'^^.^!^.t.^:. Yours truly, GOULD Gr CUTLER, Corp. 

Please acknowledge receipt on blank attacked. 
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AN ORDER BLANK WITH STUB. FILLED. 



NoJf.t New York,--^ff:-_^.^.1891 



To 






6 6-6-10,. 'jisici& CiUi>ki}C 



Shipping Directions: 



3^6 



NEW YORK,-:!^_'^-/j!..1891. 



NO. 

This No. MUST be on Bill. 

Z0-&&^ V" d^ottev, S(MiZ(yyt, Tfla^'O^. 

Please ship to SEABURY & JOHNSON, East Orange, N.J. 

6 {yO-L^. 'jl!it\'& CTt^oki>t 



N. B. — Deliver no goods on verbal orders. Bend bills where yon send the 
goods. Send statements first of each month to 21 Piatt St. 



Shipping Directions: 

S^ixti Riuev Line, 



SEABURY A JOHNSON. 



A REMITTANCE BLANK. 



SEABURY PHARMACAL LABORATORIES, 

21 Piatt Street, New York. 

_/a^ 



(cneCo^^ecC jitte,OjQ,& ii^ncL o-t^v ek&eJc lav / /oi^ you\, 6-ilt at 



ayyiaatntvyuf to- - - 

Jlt^^ ;^ei/ ee^ti dta^ycyu/ntj 



/ 



f 



$. 



c/^ 'Kot e<yLie€t, ^^^o^^ culv-Co^, a/yul a6ZC(f& 



Zlouv^ tvttZu, 



^ea/yitvy V jakrvo^fv. 



N. B. — We do not want a receipt or acknowledgment of the above. An endorsed check is the 
best receipt. 
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A PRICE BOOK. 



In some kinds of business it is impossible to charge the same prices to all customers. In such 
cases some method must be found for recording the prices at which goods are sold to the several 
customers. A book for 'this purpose is exhibited below. A page is allowed each customer, and on it 
are entered the prices at which he receives goods. 



James P. Magoun. 



Led. 86 



(ML COLORS. 

Moore's List I's Asstd. 
Umbers 

Siennaa and 

Van Brown 

Indian Red 

Rom Pink and 

TuacanRed 

Scarlet Verm. 



2o's 



Lucas Greens 



LEADS t ZINCS. Asstd. Pails Kegs 
Ulster Lead 
Mass. Lead 
Stand. Lead 
R. S. Zinc 



MIXED PAINTS, &o. 

T. G. Paints H. C. Ord'y. 
Met. Paints 96 95 
" Hard " Floor Paints 
Pure House Colors 
Imp. Car. Gloss Paints 
Nat. Stains 



a 



Putty 
Pure 



100 50 25 12| 5 



VARNISHES, JAPANS. OILS, &o. 

^ Bbls. 10 gals, less 
Ex. Xo. 1 Fur. 
Ex. Lt. No. 1 Coach 
No. 1 " 

Asphaltum 

Hard Oil Flniab, 
Crystal 

Preservative 
Or. Shellac 2.40 
White " 3.00 

Canned Varnishes 



DRV COLORS. 



Bbl. ^Bbl. less 



Spirits Japan 



Bolted Whiting 
Gilder's " 
Paris White 
" Green 
English Verm. 
Southern ** 
Eng. Ven. Red 
Siennas 
Umbers 
Brandons 
Slate Paint 
Ked Lead and Litharge 



(( 



(Ab's) 







Calsom Finish 




Pure Alcohol 
Wood Alcohol 


2.10 


SUNDRIES. 




Benzine 




Bronze Powders 




Raw Lin. Oil 




Gold Paint 




Silver Lt. " 




Smalts 




(( 




Putty Knives 




u 




Glazier's Materials 




Best Bonnet Glue 


Paste 




" Frozen 


u 


Fillers 




Fr. Plate 


6t 






LePage's 


u 


' Borax Pulv. 


Lump. 






Ahim " 


61 






Pumice stone " 


U 


DRUSHES. List 


Rotten « " 


it 



Glass. 



i 
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The following forms axe taken from the books of one of the largest retail grocers in New England. 

SALES BOOK. 
Nov. 20, 1891. 



Rev. E, A. Rollins, 16 Union St, 

5 lb. Butter 

1 lb. Pilot Bread 

1 lb. 0. Tea 

1 bx. P. & C. Sardines \s. 



30 



Paid 



S. G Thompsouy 17 Hancock St. 

1 bbl Flour 
1 gal, MoUisses 
It lb. Or, Cloves 
1 bx. Mustard 



a O. D. 







0, J, Campbell, 170 Washington St. 








10 lb. Cut Loaf Sugar 




• 




5 lb. Hominy 








3 cans Apricots 








12 cans Com 


Chgd. 














DELIVERY BOOK. 


Bold by 


JMrvt, 


Art'oli 


1 
Floor. Seaidenoe. 


11/20 Smith 


Doe 


4 


16 Union St, 




^Lee 


4 


17 Hancock St, 




; Cole 


4 


170 Washington St. 




u 


3 


74 Tyler St, 




it 


2 


351 Broadway 



1 


50 




10 




60 




25 


2 


45 


6 


50 




40 




10 


7 


15 
15 




60 




18 




90 


1 
3 


65 
33 



0. 0. D. 



Fftid. 



2 45 



01iArg«d. 



7 15 

2 63 

1 81 



3 33 



THE C. O. D. BOOK, 
shown below, is an important book where many goods are sold to be paid for on delivery. Its charges 
are made from the deliyery books. As fast as the drivers return the money, it is entered in the Cash 
Book. The "Paid" column is checked daily from the Cash Book. Missing amounts must be accounted 
for by the driver. 

Dato. 
Nov, 20 



DriTor. 


Ho. 
17 


Street. 


Amoimt. 

7 15 


Paid 


Paid. 


Smith 


Hancock St. 


Nov. 20 


Cole 


74 


Tyler St, 


2 63 


Paid 


Nov, 20 




351 

1 


Broadway 


1 ,81 


Paid 


Nov, 20 


Bean 


113 1 

1 


Essex St, 


6 25 


Paid 


Nov, 20 


Long 


70 \ 


Columbia 


6 02 








140 ' 


Salem 


14 31 


Paid 


Nov. 20 




14 


FoH 


60 








601 


Wairen 


13 00 


Paid 


Nov. 20 




80 


Broad 


4 61 


Paid 


Nov, 20 
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SALES SLIPS. 

When the salesman makes an entry in his Sales Book, he fills out duplicate sales slips. The 
upper half is sent by the shipper with the goods to the customer ; the lower half goes to the office, 
where it is compared with the entry in the Sales Book. 

HallJohnson&Co. HallJohnson&Co. 

GROCERS, GROCERS, 

2680 to 2692 WASHINGTON ST. 2680 to 2692 WASHINGTON ST- 



^^jj.^.. 189/ 

Residence -f.?f!^..^l ^.... 

JL 

No. Articles 

Butter 

Flour 

Sold by iy^^L 

Paid ^:^^ 

Charges 

C. O. D 

?^^."-..^^......i«,9/ 

^ Rtv-, €. CL. RoLUavq, 

Residence 

No. Articles _ 

Butter. 

Flour, 

Sold by ^"y.^. 

Paid- f:.t'^. 

Charges 

C. 0. D 



^^y:'.lt..,..i89/ 

Residence 

No. Articles 

Butter 

Flour { 

Sold by 

Paid.-.. 

Charges 

C. 0. D ..^/.f 

Residence {L^^^^'^J.k.... 

No. Articles 

Butter 

Flour 

Sold by 

Paid 

Charges 

C. 0. D ^j/j^. 
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CASH BOOK. 



The record below shows the appearance of the C. 0. D. items on the debit side of the Cash Book. 
The check mark indicates that the items have been marked " paid " in the C. 0. D. Book. 



V. 20 


Amount brought forward 
; Smith's a 0. D.'s 




V 


17 Hancock St. 
Cole's a 0. D.'s 




V 


74 Tyler St. 




V 


Sol Broadway 
Bean's C. 0. D.'s 




V 


113 Essex 
Long's C. 0. D.'s 




V 


140 Salem St. 




V 


601 Warren 




V 


80 Broad 





760 21 



7 15 



2.63 
1.81 



4 44 



6 25 



14.31 

13.00 

4.61 



31 92 



TREASURERS' BOOKS. 



The treasurers of societies should keep a careful record of all their receipts and expenditures. 
When the members of the society are assessed for regular dues, or when they have pledged the pay- 
ment of money, a Ledger account must be kept with every member. 

The following forms are well adapted to the use of treasurers. 

When the items are few and easily added, the footings in the Ledger are omitted, but double 
lines are drawn whenever the account is paid in full. Many treasurers, however, would prefer to foot 
the columns in the usual way. 

Blank receipts for treasurers' use may be provided with stubs and bound in blocks. In this case, 
the stubs furnish a convenient memorandum from which the Cash Book may be written up. 



FORM OF TREASURER'S RECEIPT. 



jYo. 13^7. 




Date, 


9utu 4 


20, /S^/. 


Amount, 




/^^. 


From, 


/■f. B. 


(Z<ic\yyi^. 


For, 


^a-w- Remt am<i 


1 Entered, 


fitly 


20. 



JS^O. 13^7. IV^aJiiyufton, A(g., falTf /, fcO! , 

Xo Vc)9, Su/^lftl; pr^sbyt^riai) Ql^urel;, Dr. 

For ^ivU^vifilioru _ _ _ _ f30.00 

5 ^e^at^ tm^ d^tio- c/fa. ^f , o-n& "^yvo-nXA to date, 6. CO 

c?l6'tAUH^3/ dmA' - - - - 10.00 

S>^U fulif 20, /8<?f, ^"^^'^^ 

f'f&nvif &. Std^eA., Treasurer, 



ti 



tt 



I 



When bills are sent to members and returned with money, the cash should be entered in the 
Cash Book before the receipted bills are delivered. The posting from the Cash Book to the Ledger 
should be done promptly. Books, records, and money should be kept in a safe or other secure place. 
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Treasurers should take receipts for all money paid out by them, and the receipts should be kept 
as " vouchers " for the correctness of the record. 

Treasurers should neither combine the money belonging to different societies, nor keep their own 
money and other funds together. 

When a bank account is kept for society funds, it should be kept in such a way as to show 
clearly to whom the balance belongs. 

TREASURER'S CASH BOOK. 

In Account with The Topsfield Debating Society. 



1891 
Jan, 1 
5 
10 
17 
IH 
19 
24 

26 
31 



To cash received of former treasurer 
By cash paid Henry C James for blank books 
To cash received of Henry Adams for dues 
To cash received of Paul Parry for dues 
By cash paid P. B, Smith for rent 
By cash paid Hall & Dobson for printing 
To cash received of J, O. Means for dues 
To cash received of H, L Johnson for dues 
By cash paid for postage 
To cash received of James Gossfor dues 
To cash received of James Oossfor subscription 
Balance 



37 62 



2 
1 



3 65 



Feb.l 



Balance on hand 







5 








3 


75 


2 


1 




, 


1 






75 


1 








2 


1 ' 










33 


47 


1 46 


62 


46 


62 


33 

1 


47 







TREASURER'S LEDGER. 



1891 
Jan, 1 
1 
10 

Apr, 1 



To Balance 

To Dues to Apr. 1 

By Cash 

To Dues to July 1 



Henry Adams. 



Dr. 



1 

1 



Cr. 



1891 

Jan, 1 

1 

17 

Apr, 1 



Paul Parry. 



To Subscription for 1891 
To Dues to Apr, 1 
By Cash 
To Dues to July 



Dr. 



5 
1 



Cr. 



1\ 
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Dr. 



Cash. 



LAKE AND OCEAN 



o 
Pm 

4 



4«3 

366 
(( 

70S 

^60 I 
«f I 

<* ! 

4« 
4t 

362 

498 

750 

2 

a 

6 

400 

408 

612 

364 

74 

448 

419 

452 
«i 

130 

257 

36 

361 

584 

586 

424 
If 

34 

45 
283 

86 , 

141 



343 



858 



2 

P 



1891 
Sept. 30 



AmounU forward 
Balance forward 

Acc't, A genu and Conductors 

Remittances 

Acc* t, Sundr y Accounts 

2673 J no. C. Bcott & Sons 
2874 " *• " '• 

2904 W. F. Berry, O.K. A. 

2905 •• •• •* 
2738 A. Q. Tompkins 
8611 Cent. U.R. of N.J. 
6744 «• *• " 
9413 •' •* 

937 •• •• •• 

2914 " 

2388 •• " " 

Acc't^Tenonts _ 

P. Gay ton Sc Co. 
Kittredge & Stevens 
J. Q. Cooper 
N. J. Kcndnll 
Franic Wood 
Locke & Gale 
American Express Co. 



t« 



1010.14 

554.78 

2.15 

67.50 

910.71 

15.68 

.53 

1.45 

1.80 

1.49 

8.24 



56.25 
25. 
208.33 
16.67 
50. 
833.33 

8. 

6.25 

4.17 
100. 
200. 
25. 

8. 

5. 
40. 

2.08 

2. 

6.25 

9. 

5. 
12.50 

7.50 
16.67 



A. E. Sager 

R. A. LIttlefield 

T. J. McDonald 

8. K. Dexter 

Connor Bros. 

J. F. Brennan 

M. F. Porter 

Geo. Priest 

£. M. Gmffam 

Annis & Co. 

O. D. Graves 

Michael Riley 

H. A. Emerson 
«• <« 

Sherburne Bros. 

Acc*t, Car Service _ _ 

Cent. R.R. of N.J. 16.77 

Acc*t, International S.8. Co. 

Pass, acc't July 
Acc't, Bell's Express 

Exp. Fst. Aug. 
Acc't, American Express Co. 

Exp. Fst. Sept. 

Acc't, Income Property 

For dividend due Oct. 1, 1891, on 831 
shares stock in Peterboro R.R. at 5 per 
cent. 

Acc't, Interest Received 

Am't received as int. on September 

deposits 
Blackstone Nat. Bank 125.67 

Second " " 194.70 

Maverick " " 334.19 

Acc't, American Loan & Trust Co. 

Acc't New Stock 



II 



171g21«J84 
141S2S'«1 



4220518 



257447 



I I 



I 



I 



18047 



07 



153430 



29 



1187 00 



16 77 

218 90 

12 86 

20275 00 





Is 




"a M 


H-S 


Jt» 


If 


Daily 
and B 


Month 
Total. 


211507 20 

1 


648378 52 
161526 61 


2138406^ 



2574 47 



1137 00 



I I 



20518i53 



165500 



654 56 



170890 00 1TS6S9 56 S5S»' 



Amounts forward 



1879743 45 



44779 65 14184 07 173948 82 884146 85 



1006774 69 5496?i^*^ 



ACTUAL BUSINESS. 
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RA.ILROAD. GENERAL OFFICE. 



Cash. 



Cr. 



o 






1891 
Sept. 80 



if 



18760 

18680 

18590 

18773 

18249 

17403 

17444 

18608 

17682 

17684 

17694 

17789 

17745 

17768 

17825 

17853 

17854 

17887 

18128 

18228 

18610 

18639 

18738 

18764 

18766 

18771 

18772 

17592 

18601 

18604 

18613 

18621 

18647 

18751 

18680 

18583 

18581 

18577 

17424 

18606 

18641 

18650 

18743 

18761 

18779 

18780 

18776 

18777 

18614 

17438 

17594 

18811 

18810 

17334 

18638 

18617 

18778 

281 
282 
283 
284 

285 



AiDonnu forward 
W. H. Flynn 
Alfred Edwards 

0. M. Tlbbs 
Capt. A. Wiggin 

1. RobbiDS, Jr. 

E. G. Kittredge ft Co. 

F. O. Cbandier 

0. Andrews ik Co. 
Arlington Mills 
Collins Bros. 
Janaes J. Stanley 

H. K. Webster k Co. 
Brlggs 8c Allyn Mfg. Co. 
T. F. Bennett 
City of Lawrence 
Lawrence Lumber Co. 
John C. Scott & Sons 
Willis B. Allen 
Amos Blanchard, Treas. 
Geo. P. Davis 
H. L. Kowell 
F. A. Kittredge 
Samuel A. Story 
John C. Blood 
A. Blanchard, Treat. 
A. L. Knight 
Chas. Robbin & Co. 

A. B. Ayer 

B. M. Bruce 

1. D. Emerson 
E. W. Hesselton 
H. H. White 

T. M. Cummings 
Oliver Clark 



If 



(i 
«( 



Wm. T. Dorr 

A. J. Carll 
Wm. F. Sinclair 
Cbas. T. Lovering 
Berlin Mills Co. 
The Jackson Co. 
Wesley Goodwin 
Harry Johnson 
Joe. Wilson 
John McCurdy 
James Fairgriere 

B. £. Goss 
David Sleeper 
Emma A. Wiggin 

Union Five Cent Sav. Bank 
The Samuel Hano Co. 
J. O. Rogers 
E. O. Gould 
W. F. O. Regan 

Acc't, Freight Agents' Advances 

W. S. Goodwin Steamers 
" " Met. 8.S. Co. 

•• «• M. 8c M. T. Co. 

O. Clark Met. S.S. Co. 

^cc*t. Car Service 

Chic. & Alton Rd. 

K.Y. Cen. & Hud. R. R.R. 



566.65 

640.05 

91.26 

2986.4 1 

12.94 
1301.76 



•6 


^ 


^ 


p 


< 


ga 


^■"4 


53 


pq 


421160 53 


39 


2l61 


123 


2j46 


176 41 


&25 


60 05 


102 


2 69 


16 03 


25 12 


45 54 


10 78 


2 95 


44, 


10 


9 


856765 


14 


1986 26 


16 67 


6 25 


60 


228 90 


55 25 


1223 56 


77 35 


8916 62, 


15 ' 


15 


60 


6 


10 


10 


73 30 


260 95 


822 60 


10165 


9 


60 


60 


233 33 


73 06 


150 


2196 


35 20 


135 80, 


153 30 


15 : 


19 50 


625 


300 


60 


350 


12 


12 50 


, 140 10 



s &^ 



-I 

I 






<siS 



p a 



161652i02 904073 981 1494438>84 



S 

o 

H 



2971234 37 

I 



4134 86 



13962 60 
4134 36 



1874 70 



1374 70 19471 66 



Amounts forward 



486132 03 166686138 905448168 1494438i84 1947166 2990706 98 



 — — 
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Dr. 



Cash. 



LAKE AND OCEAN 






438 
472 



204 
221 ! 

44 






•T3 ca 



1891 
Sept. 30 



Amoaota forward 



/ 



/ 



/ 



/ 



/ 



/ 



/ 



Balance forward 
Remlttanoes 

Acc't, Sundry Accounta 
T'rana. to D/L 

Acc't, Tenants 

Trans. 1o"D/L 

Acc't, Agents and Condactors 

Acc't, Detail Ledger 

Acc't, Receipts for month 



nndm 



1901733160 



Araounts forward 






I 



1879743 45 44779|6(» 14184 OT 





If 




'^ i 


H-S 


>> 




J^^ 


1-3 


il 


, pi 


§1 



17894882 88414(1 8a 10O8774|09 249«i>:;^ 



447791 «& 



14184i 07 



232912 



54| 



1006774 09 

028720 91 
21990 24 



2i«c:4 



S8414II 8& OSOni 15 






1 1 _ 



251S793 '■ 



I 



1 1 
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RAILROAD. GENERAL OFFICE. 



Cash. 



Cr. 



374 



*^ IfcD 

219 
>t 

224 
»< 

234 

278 

432 
440 
44() 
441 
441 
441 



69 



2 
63 

64 

m 

70 
70 



53 



204 



256 

153 
221 

44 



Ledger Folio. 


i 

P 


Voncher 
Hnmber. 


" 


1891 
Sept. 30 




204 




286 


16 




287 

1 


186 


1 


288 


238 




289 


194 




290 


260 




291 

1 


479 




1 292 



293 



294 



295 



296 



Amounts forward 

I Acc't, Commissionii 

ALanobert, Draft No7967~ 



21.00 



Acc't, Canadian Pacific Ry. 
"Balance Fat. Newport wk. 0/22/'91 

Acc't, Chicago Sc Alton R.R. 

Acc't, Det. Gd. Haven & Mil. Ry._ 

Acc 't, Chi c. Mil. 8c St. Panl Ry . 

Acc't, Great Northern Ry. 
AlFpaBa acc'ts July '91 

Acc't, U. 8. Gov't Transportation 
Orderl^o. 81963 

Acc't, Northern R.R. Rent Acc't 

For rentof road, 3 mos. to Oct. 1, 
1891 38355.00 

Organization Ezpensea, 3 mos. 
to Oct. 1, 1891 1250.00 

Acc't, Interest on Bonded Debt 

f893"Bond, Int. due Julyll/'91 C. 192.50 
" •• •• " •• *• R. 87.50 
1894 " " " *• " C. 350.00 

R. 140.06 
20.00 

45.00 

33.75 
45.00 
45.00 
45.00 
101.25 
245.25 



«( 


li 


n 


« 


(< 


tt 
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THE POSSIBILITIES OF SINGLE ENTRY. 

While double entry book-keeping has many advantages which single entry does not possess, it is 
not in universal use among even the largest and most successful business houses. 

In many establishments the invoice is the only record kept of merchandise bought. When the 
goods arrive they are checked off on the invoice, and the invoice is then filed for payment. When it 
becomes due it is sent with the money to the creditor, and is returned receipted. It is then filed 
with other receipted bills. When goods are sold, the salesman makes a memorandum of amount, 
kind, price, and terms on a sales slip. The slip is sent to the shipper, who packs and sends the 
goods, checking each item as it is packed. The slip then goes to the book-keepers, who make the 
proper charges in the Ledger. Invoices and statements are made from the records in the Ledger. 
A simple Cash Book records all cash transactions. 

This method possesses simplicity, economy, and practicability ; but it fails to show many of the 
facts which double entry continually exhibits. 



COLLECTIONS. 

Collections should be made promptly. It is not generally a kindness to a creditor to extend his 
credit, and it is never a kindness to omit the usual methods of securing prompt payments. The cus- 
tomer who does not pay promptly is not a desirable customer, and it is better to incur the risk of 
losing his trade, than to incur the risk of losing your dues. 

The montfily statements should be promptly and carefully sent. At least once a month the 
Ledger, or the Tell Tale, should be consulted to see if any accounts are overdue, and immediate steps 
should be taken to secure the payment of all such. 

One of the commonest methods of collecting overdue accounts, especially from dealers, is by 
means of a draft. 

Statements and invoices usually contain notice that drafts will be made after a given date. 
Written notice of such intention is sometimes sent, and under all circumstances care should be taken 
to maintain the spirit of the understanding under which the goods were sold, and to avoid needless 
offence. 

The best method of making a draft for collection is to draw it payable to the order of the drawer, 

and endorse it, " Pay to order of Bank for collection and deposit." This draft is given 

to your bank, sent to a bank near your creditor, and presented to him. Or you may send it direct to a 
bank near your creditor. In this case you would omit the words " and deposit " ; and, possibly, ** for 
collection." If it is a demand draft and the creditor pays it to your bank, you will be credited with 
the amount of your draft. If it is a time draft and he accepts it, it will be treated as his note endorsed 
by you would be treated. If it is not paid or accepted, it will be returned to you. 

The drawee is not bound to accept, but he will usually do so to save his credit with the local 
bank that has it for collection unless there are good and sufficient reasons for refusal ; such as, non- 
arrival of goods, or arrival in damaged condition, or that the goods are not up to the standard of those 
ordered, etc. 

When it becomes desirable to hold the endorsers of a draft responsible for its payment, it may 
be protested for non-acceptance, and an accepted draft is subject to all the legal processes which 
belong to a note. 

When a draft is returned without attention on the part of the drawee, it is said to be dishonored. 

When a draft for collection has been returned dishonored and no good reason is given, some 
more vigorous measures may be adopted for the purpose of securing payment. 
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Following is a form for a draft as commonly given for collection : — 
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A LETTER TO YOUNG BOOK-KEEPERS. 

The following letter is a condensed form of the substance of several letters sent to the author 
by prominent book-keepers in various parts of the country. The authors' names with others 
appear in the preface. 

To the Young Bookkeeper : — 

1. The most important fact to be kept in mind, not only in starting, but throughout your whole 
accountant experience, is that your book-keeping is for others to interpret. Don't make blind entries 
that only yourself will understand. Don't use *' short methods" in results that will need your per- 
sonal explanation. Speed is the last thing to be attained. Accuracy is always first ; and, strange 
though it may seem, there are many who call themselves book-keepers that cannot add a column of 
dollars and cents, three inches in length, and be sure of the result in twice running over. Be neat, 
particular, cross all your t's, dot your i's, get in the habit of doing matters right, for right is a habit 
as much as carelessness. 

2. Don't let small matters go "till later." Promptness is an essential to success. Remember 
that the first of the month is at midnight on the last day of the month, and have your w^ork well in 
hand. 

3. As to forms : Use the forms of your predecessor till you are sure you can do better. When 
you make a change, let it be after due consideration and with full knowledge of the needs of the busi- 
ness you are recording. You may then proceed by " modern methods." In these methods the Day 
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Book is obsolete, and no account is kept in the Ledger of either the Gash or the Bank account. The 
only notice that is taken of the cash as Gash is in the Trial Balance, where the balance is entered 
on the first of the month in order to prove the Trial Balance. 

The system of posting footings into the (Jeneral Ledger, and. requiring the subsidiary Ledgers to 
prove against the balances shown in the General Ledger, may be carried out in every department of 
the business. The footings of these columns for the month are not carried into the Journal, but 
are posted each to its proper Ledger, and the sum of them all to the credit of Merchandise account. 

One advantage of the system of journalizing by extra money columns is an immense saving of 
time in journalizing. Another consists in enabling a book-keeper to prove one Ledger at a time, and 
saving the necessity of going through all the Ledgers to find an error. 

Another advantage of this system, which should not be lost sight of, and which should be a con- 
trolling principle in laying out any system of book-keeping, is posting and dealing exclusively with 
books of original entry, eliminating all intermediate books. It is well known that in Gourts of Law 
a Ledger itself is not conclusive proof of the accuracy of an account, and it is always necessary to 
go back to the books of original entry, or even to original documents from which these entries are 
made, and the oftener an account is copied, the more liability there is to error. 

4. As to principles : Impress upon your mind that for every debit there must be a credit, and 
for every credit a debit, and that all accounts with which you deal are to all intents and purposes 
actual persons. For instance, the cash account to you represents a gentleman by the name of Gash, 
who owes you for all the money received and turned over to him (Mr. Gash) for safe keeping. In 
like manner any artificial accounts, as they are called, are always to be considered as persons, crea- 
tions of the imagination perhaps, but still persons to be addressed and held to a strict accounta- 
bility, or as persons who will hold the man in business to a strict accountability for moneys due. With 
these two ideas firmly grounded in your mind you should never experience any diflRculty in laying 
out and managing a set of books, except such difficulties as always arise in every new business in 
learning the particular methods of business in the business itself. 

5. Above all, don't be too ambitious for promotion. You must earn five hundred dollars a year 
before you get a thousand. 

Very truly yours. 



QUESTIONS. 

What is the purpose of this chapter ? What is the first great equality ? In what does it find its application ? 
What is it sometimes called ? What question should the pupil ask ? What is the second great equation ? Why 
is it true ? Where does it find application ? What is the third great principle ? Whom do the external factors 
represent ? What title might be given to these artificial accounts ? Explain fully why the value of the accounts 
with the external factors is equal to the value of the business accounts. What is a principal book ? What ones 
are especially mentioned? What does the Invoice Book record? the Sales Book? the Cash Book? the Journal? 
the Ledger ? What other names are given to the Invoice Book ? Which one seems to be the best? What deter- 
mine its form and contents ? Who is credited with the items of the Invoice Book ? W*hat is debited with its 
footing ? How often is its footing posted ? What is done with the footing of each page ? By what other names 
is the Sales Book known ? To what are its charges debited ? To what account are its footings credited ? How 
often should its footings be posted ? In what do Cash Books differ ? What is said of the use of many money 
columns? What is said of the use of the Journal? When the footings of other books are journalized, what form 
do the entries take ? What reason for such Journal entries ? What objection to them ? In what entries is there 
great lack of uniformity among book-keepers ? What is the essential thing about the record of every transaction ? 
When a business is large, how may its accounts be divided? Describe the methods of dividing them? What 
should the General Ledger include? What is an auxiliary book ? Name the commonest ones. On what does the 
number of representative accounts depend? What divisions of Expense are mentioned? What is said of depart- 
ments and branch houses ? In what ways may a discount made for the payment of a bill before it is due be 
entered ? What is the most important thing to learn ? Name the six lines of criticism mentioned. To what 
business does the Sales Book shown belong ? Explain the method of computing the price in each of the four 
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entries. What check mark is used to indicate that invoices have been sent? Describe the Note Book given. 
Explain the Remittance Blank that follows. Describe the monthly statement. Describe Seabury & Johnson's 
Order Book. What unique feature do you see in their Remittance Blank? Describe the Price Book shown. 
What advantage has the first Ledger described under " Old Friends with New Faces "? What advantage has the 
second? Describe the Elaborate Balance Sheet. Describe the Skeleton ledger. By which oue of the three 
general principles are its debits equal to its credits ? What columns are not taken from the Ledger ? Should 
these columns be included in the balance ? From what are the entries in the Losses Column taken ? the Gains 
Column? Describe the Delivery Book shown. The C.O.D. Book. The Sales Book. The Sales Slips. The 
Cash Book. What should treasurers do ? Describe the Treasurer's Receipt. What should be done promptly ? 
What is said of vouchers? of the care of funds? Describe the Treasurer's Cash Book and Ledger? In the rail- 
road company's Cash Book, explain the meaning of the several entries, and show how they should be posted. 
Describe the Invoice Book and Sales Book shown on page 218. Describe the Cash Book and Stock Book exhibited 
on page 219. What is said of the possibilities of single entry? Describe the simple method of book-keeping used 
in many business houses. What advantages does it possess ? what disadvantages ? What is said of collections ? 
of monthly statements? What is a common method of collection? What caution is given? How should a 
Collection Draft be drawn and endorsed ? To whom would such a draft be given ? What would then be done 
with it? What other method is mentioned? When would a drawee refuse or delay acceptance? What is said 
of protesting a draft ? Give the substance of the letter to young book-keepers. 
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COMMON ABBREVIATIONS IN MULTIPLICATION. 

To multiply when the unit figures added equal 10, and the tens are alike, as 72 by 78, etc. First, 
multiply the units, and set down the result. Second, add 1 to either number in ten's place, and mul- 
tiply by the other. Prefix the second result to the first and you have the complete product. 

To multiply any number of two figures by 11. Write the sum of the figures between them. 
When the sum of the two figures is over nine, increase the left-hand by the 1 to carry. 

To square any number of 9's without multiplying. Write down as many 9's less one as there are 
Vs in the given number, an 8, as many O's as 9's, and a 1. 

To square any number ending in 5. Omit the 5, and multiply the number as it will then stand 
by the next higher number, and annex 25 to the product. 

To multiply any two numbers together, each of which involves the same fraction. To the 
product of the whole numbers add the product of their sum by either fraction ; after which, add the 
product of their fractions. 

To multiply any number by 333^, add three ciphers, and divide by three. 

To multiply any number by 6J, add two ciphers, and divide by 16 ; or, add one cipher, and mul- 
tiply by J. 

To multiply any nuiaber by 66f , add three ciphers, and divide by 15 ; or, add two ciphers, and 
multiply by |. 

To multiply any number by 8^, add two ciphers, and divide by 12. 

To multiply any number by 83J, add three ciphers, and divide by 12. 

To multiply any number by 6 J, add two ciphers, and divide by 16, or its factors, 4x4 



@, at. 

^, account. 

amt., amount. 

Apr., April. 

Aug., August. 

bal., balance. 

bbl., barrel. 

bg., bag. 

bdl., bundle. 

bl., bale. 

B. P., Bills Payable. 

B. R., Bills Receivable, 
bu., bushel. 

bz., box. 

^, cents. 

Co., Company. 

cjo, in care of. 

(J. (). D., Collect on delivery. 

C. B., Cash Book, 
com., commission, 
cons't, consignment. 
Cr., Creditor. 

do., the same, 
drft., draft. 
Dec, December, 
doz., dozen. 
Dr., Debtor. 



ABBREVIATIONS. 

d's, days. 

E. E., Errors excepted. 
E. O. E., Errors and omissions ex- 
cepted, 
exch., exchange. 
Feb., February, 
f. o. b., free on board, 
fol., folio, 
ft., foot or feet, 
frt., freight, 
•gal., gallon, 
hhd., nogshead. 
in., inch. 

I. B., Invoice Book, 
inst., present month, 
int., interest, 
inv., invoice, inventory. 
Jan., January, 
lb., pound. 
L., Ledger. 
L. F., Ledger Folio. 
Mar., March, 
mdse., merchandise, 
mo., month, 
no., number. 
Nov., November. 



N. P., Notary Public. 

Oct., October. 

oz., ounce; 

p., page. 

pp., pages. 

pay*t, payment. 

pd., paid. 

pkg., package. 

pc., piece. 

pr., pair. 

per, by 

pt., pint. 

qr., quarter. 

qt., quart. 

R. R., Railroad. 

rec'd, received. 

S. B., Sales Book. 

Sept., September. 

shpt., shipment. 

ult., last month. 

U. S., United States. 

yd., yard. 

S, number. 
. one and one-fourth. 
1'^, one and one-half. 
1', one and three-fourths. 
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DICTIONARY OF BUSINESS T?70RDS AND PHRA.SES. 

Accept, to acknowledge by signature, to agree to perform. 

Acceptance, (1) a formal agreement by signature to pay a draft ; (2) the common name given to an 
accepted draft. 

Accommodation, the loan of money or signature without valuable consideration. 

Accommodation Paper, notes or drafts, made to be discounted, and not founded on business transactions. 

Account Current, an itemized statement of business transactions for a definite period. 

Account Sales, a statement rendered by a consignee to a consignor, describing in full the sale of a con- 
signment, with charges, etc. 

Advance, money paid before the goods are delivered 

Advice, information by letter. 

Agent, one authorized to do business for another. 

Allowance, a deduction. 

Arbitration, a method of settling disputes by leaving the decision to disinterested parties. 

Articles of Co-partnership, a partnership contract. 

Assignee, a person to whom property is entrusted for the benefit of creditors. 

Audit, to examine for accuracy. 

Auditor, one who audits. 

Balance of Trade, difference between the exports and the imports of a country. 

Balance Sheet, a statement showing the condition of a business so arranged that the assets and liabilities 
balance. 

Bearer, the person holding or presenting for payment a note or draft. 

Bill-head, a printed form used by merchants and others for invoices. 

Bill of Lading, a written document acknowledging the receipt of certain oommoditiec^ and promising to 
deliver them at the proper destination in good order. 

Bond, a sealed instrument binding the party who signs it to perform a certain act. 

Bondsman, one who gives bonds for the performance of any contract. 

Brand, (1) a trademark ; (2) a particular kind of goods. 

Bullion, uncoined gold or silver. 

Cashier, one who has charge of money. 

Certified Check, one which the bank on which it is drawn has guaranteed. 

Circulating Medium, money. 

Clearing House, a banking exchange for settlements between banks. 

Commercial Paper, notes, checks, and drafts given in payment for valuable consideration. 

Consols, the great government security of England, bearing three per cent interest. 

Deficit, a deficiency. 

Due-bill, a written acknowledgment of a debt. 

Bzhiblt, a written or printed statement of the affairs, particularly the assets, liabilities, and earnings of a 

business. 

Pace, the amount of money expressed in commercial paper. 

Pactor, a commission merchant. 

Pirst-hand, obtained directly from the manufacturer. 

Piztures, the part of the furnishings of a house or store which is not movable. 

Pooting, amount of a column of figures. 

Poroed Sales, sales under necessity, usually by auction. 

Porgery, altering a note, check, or draft with fraudulent intent, making or passing a false note or draft 

Guaranty, undertaking to pay a debt or perform a contract of another. 

Indemnification, securing against loss, damage, or penalty. 

Indulgence, extension of time of payment. 

Inventory, list of commodities in stock. 

Involved, embarrassed by debts. 

Jobber, one who buys of manufacturers and sells to retailers. 

Letter of Attorney, a writing by which one person authorizes another to act in his stead. 
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Mercantile Agency a company, or person, that undertakes to give to parties interested the commercia] 
standing of merchants. 

Monopoly, the sole right or power to deal in any particular thing. 

Notary Public, an official before whom oaths are taken, and who protests commercial paper for non-payment. 

Overdraw, to draw checks or drafts to an amount greater than one's balance. 

Overdue, remaining unpaid after the time of payment. 

Far, nominal value. 

Policy, a contract of insurance. 

Precious Metala, gold and silver. 

Quotations, the prices of stocks, bonds, etc. 

Real Estate, property not readily removable, — land, houses, etc. 

Sight, the timQ of presenting a diuf t to a drawee. 

Signature, the name of a person written by himself. 

Sinking fund, a fund set apart for the payment of the debts of a corporation. 

Specie, gold^ silver, copper, or nickel, coined, and used as money. 

Teller, a bank officer who receives or pays money. 

Terms, conditions of payment. 

Trade Discount, discount to a dealer. 

Underwriter, an insurer. 

Usury, more than legal interest. 

Voucliers, documents which prove a fact or an account. 

"Way-bill, a document containing a list of goods sent by a conunon carrier. 
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